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Day after day, this typist turns out 
almost twice as many statements, in- 
voices, purchase orders, as before. 
Office overhead is slashed. How? The 
dotted line does it. That magic dotted 
line holds together sets of Moore’s 
continuous forms. Work flows in an 
unbroken stream through typewriter, 
billing or tabulating machine. 

Moore continuous forms bring 
assembly-line speed and economy to 
your office — save up to 95% of the 


cutting costs_---“with a dotted line 


time wasted by old-fashioned methods. 


For a medium-size newspaper in 
Michigan, Moore designed continuous 
interleaved invoices that speed up the 
work and can save about $3600 each 
year in postage and envelopes alone! 
Your business can shave costs, too. Call your 
local Moore office—in over 200 cities, nearly 
everywhere. Or write any Moore factory: 
Niagara Falls and Elmira, N. Y.; St. Paul, 
Minn.; Denton, Tex.; Los Angeles and Emery- 
ville, Calif.; Salem, Oregon. Also sales offices 
and factories across Canada. 


BUSINESS FORMS, INC. 


The only national com:pany that offers a complete 
range of modern business forms — THE RIGHT 
BUSINESS FORM FOR EVERY FORM OF BUSINESS! 


Continuous Register Forms and Registers 


Fanfold Billing 
Machine Forms 


Continuous Interleaved 


Marginal Punched 
Typewriter Forms 


Business Machine Forms 


Sales Books for 


Speedisets for Fast 
Every Business Operation 


Carbon Extraction 
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When you 
need copies... 


You need 
OZALID! 


Duplicate in seconds! Simply put your original 
against a sheet of Ozalid material and feed into the 
Ozalid print-making machine. An intermediate step 
is necessary only with absolutely opaque originals. 


Change in seconds! Make alterations or additions 
on your translucent Ozaprint ... transfer title blocks 
or even whole sections...then you can use the 
changed print as a master! 


Combine in seconds! Make prints of your material 
on transparent Ozalid film, overlay them on a sheet 
of Ozalid material (paper, cloth, foil, or film). feed 
into the Ozalid machine for a composite print in 
25 seconds! 


Replace in seconds! Use any translucent Ozalid 


Anyone can make prints with Ozalid in sec- print for a duplicate master—any opaque print, with 
onds! Reproduction can be made any length an intermediate step. Make shop or field prints on 
am | ° . 
oS and almost any width. All Ozaprints are Ozaplastic. Clean with a damp cloth. 
4 made in the same manner ~— all are delivered . 
dry, positive, and ready to use. Color Code in seconds! Ozalid materials offer 
Write on your lettechead for a Ynez bock- black, blue, red, or sepia lines on white or tinted 
ic. let that tells the full Ozalid story. Or consult backgrounds. Light, standard, and heavyweight 
| your classified directory for local distributor. papers are available for any job. 
plete 


a Don’t copy...use OZALID! 


Johnson City, N. Y. Dept.55 
A Division of General Aniline & Film Corp. 
“From Research to Reality” | 
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By Hwine Galloway, N. Y 
In a reception room, Aluminum Co. of Canada, Ltd., Montreal 
Born, Not Made? 

% GOOD RECEPTIONISTS must be born rather than made, 
since there are so many good receptionists and so little seems 
to be known or done about training for this most important 
job. Probably that is because so much of the job depends on 
personality factors. The receptionist is a traffic director, and 
traffic direction can be taught. But how does one go about 
teaching charm, discretion, diplomacy, and that rarest of at- 
tributes—sound common sense? 

Mrs. Prudentia Culbert was receptionist at the editorial 
offices of The New York Tribune and later the New York 
Herald Tribune for twenty-eight years before her retirement. 
When she died early this year, the Herald Tribune ran a spe- 
cial editorial on her career, from which we quote this descrip- 
tion of a really good receptionist: 

“She lived her work zestfully until her retirement in 1946, 
maintaining a nice balance between the needs of the harried 
workers within and the troubled souls who sought them out; 
disposing of the importunate with determined efficiency, but 
meeting out warm sympathy to every genuine distress and a 
friendly welcome to the frequent visitor. 

“But we like to think that she reserved her deepest affection 
and loyalty for her fellow workers, for ‘her boys’—the copy 
boys whom she ruled with understanding, and whose careers 
she followed with such pride—and for all of those whose day 
at the Herald Tribune began with a word and a smile from 
Mrs. Culbert. Hers was a vivid personality, with a touch of 


acid for flavor, and she will be long remembered and greatly 
missed.” 
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“We turned 


THREE fz joes 


into 
ONE small job 
wth 
UARCO combined forms 


Here it is ... the UARCO 
E-Z-Out Form that turned 
three jobs into one. Top three 
sheets are invoices and office 
copies, varicolored for spot 
identification, one punched to 
slip into binder. Next is the 
gummed label, perforated for 
a removal. And finally the 
usiness reply card, perforated 
and printed on both sides. The 
U ARCO E-Z-Out is a complete 
set, glued together, with car- 
bons preinserted. Completed, 
it separates with one swift 
motion. 


UARCO 


INCORPORATES 


It used to be a big job for three 
girls—one typing invoices; another, 
gummed labels; and the third, busi- 
ness reply cards. 

Today one girl does it all—in 
one writing—on a single set of 
UARCO forms. No carbon shuffling 

. no confusion... no delay... 
it's just a small job now! 

The advantages of combining 
forms are not limited to any type 
or size of business. Doubtless your 
oun business offers many opportu- 
nities to save. 

It costs you nothing to find them 


—merely call your Uarco Repre- 
sentative. 


UARCO INCORPORATED 
Chicago, Ill.; Cleveland, Ohio; 
Oakland, Calif.; Deep River, Conn. 
Offices in all principal cities 


Business Forms 


Serving business for more than fifty years 


CONTINUOUS-STRIP FORMS 
FOR TYPEWRITTEN AND BUSINESS MACHINE RECORDS 


SINGLE SET FORMS AUTOGRAPHIC REGISTERS 


AND REGISTER FORMS 


OFFICE MANAGEMENT AND EQUIPMENT 


Books and 
Pamphlets 
For the Office 


TRAINING EMPLOYEES yj 
MANAGERS FOR PRODUCTION 4y; 
TEAMWORK seems to be as cor 
pletely detailed a blueprint fo: 
the installation of a training 
department, or the implementg 
tion of a training section 4 
ready in existence, as any ma) 
agement group could wish foy. 

Written by Earl G. Planty. 
Johnson & Johnson Co., William 
S. McCord, Personal Products 
Corp., and Carlos A. Efferson, 
Chicopee Mfg. Corp., the book 
is divided into three parts. 

Part I introduces the broad 
concepts of business and indus- 
trial training. Part II deals with 
the organization and adminis- 
tration of training, setting up 
a training department, and 
operational planning. Part III 
is devoted to training programs 
and methods, and is chiefly for 
training directors and for man- 
agers who are responsible for 
carrying out the training pro- 
gram. 

The volume is adequately i: 
iustrated with photographs, line 
euts, and charts. Text proper 
runs to 269 pages, plus a fore- 
word by Robert W. Johnson, 
chairman of the board of John- 
son & Johnson, a preface by the 
authors, and a reference index. 
Price is $5. Published by Ron- 
ald Press Co., 15 East 26th St. 
nN. ¥. 


Opposition to any form of i»- 
come statement which might 
mislead the public as to the ex- 
act figure reported for corpora- 
tion net income is expressed in 
a bulletin issued by the commit- 
tee on accéunting procedure of 
the American Institute of Ac- 
countants, 13 East 41st St. 
New York. (To page 19) 
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“Just throw the top one in the 
wastebasket, Miss Grey... 


THAT FIRM’S MAILINGS ARE 
ALWAYS TOO BLURRY TO READ!” 


He recognizes “that firm’s” mailings because of the let- 
terhead and the characteristic blue paper. That’s good. 

But he knows from experience that the bulletin will 
be fuzzy, blurred, hard-to-read. He won’t bother to 
decipher it. And that’s bad. 

YOUR prospects won’t bother to read your mimeo- 
graphed mailings unless they’re clear, sharp, easy- 
to-read. 

Hammermill Mimeo-Bond helps you get clean, leg- 
ible copies— more than 5,000 from one stencil! And 
this mimeograph paper comes in white and six 
distinctive colors. You can put your message on a 
“characteristic” color, instantly identified as 
your representative. 

We'd like you to test Hammermill Mimeo-Bond 
for yourself—free. Just attach the coupon to 
your business letterhead for the 100-sheet trial 
packet. With it we'll include “Better Stencil 
Copies,” the Hammermill idea-book that tells 
you how to get better results from your stencil 
duplicating equipment. 


Send this coupon now ... test Hammermill Mimeo-Bond for yourself 


—— oe oe oe oe ee ae oe oe oe oe oe 
Res a; Hammermill Paper Company 
BMM i> R M I a 1471 East Lake Road, Erie, Pennsylvania 
A # Please send me—FREE—the 100-sheet 
i test packet of Hammermill Mimeo-Bond and a copy of 
: E -B “Better Stencil Copies.”” 
a Si ogee: a Name . — _ — 
a 
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SINGLE PEDESTAL FLAT TOP DESKS Le . ae “eeugeE PEDESTAL FLAT TOP DES 
TOP SIZE: 55” x 30” — | — oa TOP Size: 72” x 36" 


Same Pedestal Arrangement as 
Available with 55” x30” Top Size 
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Invincible announces a great new feature-packed 
complete line of “MODERNAIRE” steel desks 


Yes, the new Invincible “Modernaire” desks manent strength. Tops are extra-reinforced to withstand 
have been designed to make business living heavy-weight loads . . . no danger of “sway-backing”. 
easier... More attractive . . . more efficient! Desks are built from carefully designed standard units 
Adjustable height means desks fit individu- for uniformity of appearance . . . for low-cost sale. 
al requirements for leg room — for writing For detailed information on these great new desks — 
ease. Non-glare linoleum tops mean all-day their modern colors, their prices — see your nearest 
eye comfort. Smooth-sliding and rolling Invincible dealer, or write Department C. 
drawers mean easy reaching for work papers 
and supplies. Exclusive Invincible Finger-Touch lock- 
ing compressor in letter drawer means fast filing — no 
strain pulling files out — no “jamming” them in, 
What’s more, these desks are made from heavy-gauge 


steel, with all-welded, box-type construction for per- METAL FURNITURE CO., MANITOWOC, WIS. 


Here are a few of the Features of Invincible“Modernaire” Desks 


New 30” width on general office models means Rust-proof, sturdy, screw-jack type glides. Adjust 
big savina in floor space. desk height from 29” to 303,” 


Note spacious drawers. Box drawers equipped with 
one divider adjustable on 1” centers. Lop drower 
with compartmented convenience troy. 


<a 


as Be | 2 = = 
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letter drawer with Invincible Finger-Touch Com- Worm's eye-view of top ribbing on Invincible All *"Modernaire’’ desks hove stainless steel bind- 
pressor. Note heavy-duty, silent-action progressive Modernaire Desks . . no worry about lack of ing and corner protection. Precision die-cast 
boll-bearing roller cradie suspension. strength here! hardware to match. 


FROM 8&1 DIFFERENT MODELS AND SIZES.... 


Ona ‘FLAT TOP DESKS | DOUBLE PEDESTAL TYPEWRITER DESKS | DOUBLE PEDESTA 
-- -_ . a a TOP SIZE: 66” x 36” FIXED BED 

i Tor size: 667296" fe yaa, | TYPEWRITER DESK 

TOP SIZE: 177%” x 30” 
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Ditto eliminates 90% of all rewriting 
in office and factory routines 


DITTO 


RADE MARK REG. U 


INCREASE 


PROFIT 
THESE ° WAYS 
WITH 


DITTO... 


1 Stop 
Rewriting and 


Retyping 


2 Speed 
Operations 


3 Cut Out 
Human Error 


Rewriting and retyping are regarded as normal 
parts of office and factory routines in many or- 
ganizations. But in truth, this rewriting is 
wasteful, is unnecessary, results in many errors. 

With Ditto One-Writing methods, writing is 
done ONCE. After that, the duplication is done 
instantaneously and without error by Ditto, not 
by a staff of paid hands. This change of method 
does not alter basic routines at all—yet almost 
always proves to be the greatest single saving 
ever put into operation. 

Beyond that, Ditto is a DUPLICATOR. Ditto 
copies anything written, typed, printed or 
drawn, in one to four colors at once—forms, 
memos, house organs, specification sheets and 
the like. 

Users’ experience proves that Ditto saves 
from a few hundred dollars (more than the 
machine costs) to many thousands of dollars 
a year—but the greatest Ditto betterment is in 
speeded routines and reduced error. Check and 
mail the coupon for eye-opening data on Ditto’s 
application to your own routines—now. 


DITTO, INC., 642 S. Oakley Blvd., Chicago 12, Illinois 
In Canada: Ditto of Canada, Ltd., Toronto, Ontario 


DITTO, Inc., 642 S. Oakley Blvd. 

Chicago 12, Ill. 
Gentlemen: Without obligation please send 
me Free Ditto One-Writing Forms on the 
operations I have checked: 
~ | Order-billing [| Payroll 
(| General Office Duplicating 


| Production 
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OFFICE MANAGEMENT AND EQUIPMENT 


Pe. 
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Pamphlets 


(From page 6) 


The bulletin, entitled Pres. 
ENTATION OF INCOME AND 
EARNED SURPLUS, recommends 
that net corporate income be 
shown without any deductions 
other than dividends, or addi- 
tions of items at the bottom of 
the income statement after the 
determination of the net income 
in accordance with generally 
accepted accounting procedures, 
Specifically, the bulletin warns 
against charges and credits dis- 
played in “fa manner and with 
wording which has occasioned 
misconceptions as to whether 
the earnings for the period were 
the amounts captioned as net 
income or were the final and 
more prominent amounts shown 
on the income statements after 
the deductions or additions of 
such charges and credits.” 

The committee explained that 
its recommendation would not 
preclude the use of a combined 
statement of income and earned 
surplus, nor is it intended to dis- 
courage the use of separate 
statements showing the disposi- 
tion of net income. 

Another builetin issued by the 
committee embodied recommen 
dations of the American Insti- 
tute of Accountants’ committee 
on terminology limiting the use 
of the word “reserve.” 

The committee recommends 
that the word “reserve” be used 
only to indicate that an undi- 
vided portion of assets is being 
held for general or specific pur- 
poses. The committee opposes 
use of the term in a corporation 
balance sheet to describe deduc- 
tions from assets or provisions 
for particular liabilities, and op- 
poses its use for any purpose in 
corporation income statements. 


NATIONAL OFFICE MANAGEMENT 
ASSOCIATION 
Annual Exposition and Conference 


Convention Hall, Philadelphia 
May 23rd-25th 
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FILE FOLDERS 
SAVE YOU MONEY 


FOLDERS: 

Stand up to be seen 

Have rounded corners to prevent dogears 

Are uniform throughout the line 

Are available for every requirement—in all tab 
styles—in all common weights and materials 

Are imprinted with catalog number for easy, 
accurate replacement 

Are deep scored for easy expansion 


2 Quality made...to last and last, but you pay no extra cost. 


FOLDERS: 
Equal or exceed government specifications 
Are exactingly tested for quality. 


Consult your classified telephone directory for your nearest “Y and E” 
dealer or branch. Look under Filing Equipment or Office Equipment. 


” 
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\AWMAN AND FRBE MFG. ian i i Rochester 3, N.Y.. v. S.A. 
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Office Equipment Manufacturers 
Who Want To Sell Volume Users 


anor ,  # 
wile 


Write for full information on this magazine which 
covers the volume market for office equipment. 


KNOW 


If you want a decision, 
speak fo the top man! 


Your advertising in OFFICE MAN- 
AGEMENT AND EQUIPMENT 
makes it EASY for top office execu- 
tives to say “yes”! 


Your message about products, that 
will serve the needs of the nation’s 
largest commercial and industrial of- 
fices, is carried straight to these ex- 
ecutives. 


They have already proved their en- 
thusiasm for this specialized magazine 
and its selection of editorial material 
which is widely reprinted and quoted. 
It has become THEIR OWN magazine 
dealing with all office problems in- 
cluding purchasing, equipment, meth- 
ods and personnel. 


The door is open to immediate and 
regular contact with your best prospects. 


OFFICE MANAGEMENT 


and EQUIPMENT 


Speaks to the Top Men Who 
Make the Purchasing Decisions 


260 FIFTH AVE.. ® NEW YORK 1 


GEYER PUBLICATIONS—Est. 1877—Publishers of GEYER'S TOPICS, OFFICE MANAGE- 


MENT and EQUIPMENT, THE GIFT and ART BUYER, SPORTS AGE and Trade Directories 
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Specialized 
Training 


Pays 


#A SPECIALIZED training di- 
vision for new employes can be 
an effective cost-saving device 
for companies faced by continu- 
ously changing personnel, Mac- 
Henry Schafer, second  vice- 
president of the Northern Trust 
Co., of Chicago, told members of 
the Life Office Management As- 
sociation at their 1948 conven- 
tion. Mr. Schafer described the 
combined on-the-job and school 
room training work of his com- 
pany. 

“To be successful in office 
work,” Mr. Schafer said, “people 
need information, skills, and mo- 
tivation. Our own training pro 
gram has been an attempt to 
supply these needs. If we have 


attained a work-force that is | 


better adjusted to the job, if op- 
erations run more smoothly, if 
we are able to weed out incom 
petence early, if turnover in the 
department is reduced, if we can 
give people the feeling that we 
are interested in them as indi- 
viduals and in their progress, 


we have made a_ significant | 


management contribution. 
“Training programs are an 
expression on the part of man- 


agement to meet the problems | 


of changing and shifting person- 
nel, of training replacement 


needs, of combatting loose think- | 


ing and slip-shod attitudes, and 
of instilling team spirit and 
conformity. Employers must 


show interest in people if em- | 
ployes are to be well-adjusted to | 
the work situation. This is es- | 
pecially true of the younger | 


group that is apt to be infected 
with the ‘I don’t care’ philoso- 
phy that the emotion-stirring 
War situation and the recent 


years’ political thinking have | 


April, 1949 


You’re 
throwing 

your 
business 
in an 


incinerator... 


— you trust 
ORDINARY METAL FILES 
to protect any vital records 
against FIRE! 


Records have been burned! . .. Businesses hare been 
ruined! ... Will yours be next? 

Fire insurance cannot be collected without proof of 
loss records. More important, you could not keep 
your business operating without essential ledgers 
and papers. So, don’t trust ordinary metal files 
that cremate records instantly in a fire. 

4 out of 10 businesses that suffer a complete 
burn-out never reopen. Don’t let that happen to you! 


(nen POSITIVE PROTECTION .. <l 


Mosler Insulated Record Containers. They provide 
constant, on-the-spot protection of a one-hour 
Underwriters’ Laboratories, Inc., Class C, tested and 
approved safe— plus the convenience of a modern, 
efficient filing system. Insulated receding door 


Safe, efficient Mosier locks over file drawers. Fire just can’t get in... 
Record Containers come yet, you can have this invaluable protection at a 
TIL, § 4 surprisingly modest price. 

with your office. Why take chances? See your Mosler dealer now 


and be sure. Send for booklet ‘‘Mosler Insulated 
Record Containers.” 


ge Mosler Safe ¢. 


Main tatacae FILL OUT AND MAIL—TODAY! 


ee eee tT 5 

Dealers in principal cities Hi 7 ‘ M ' 

Factories: Hamilton, O. H The Mosler Safe Co., Dept. . ’ 

' . ‘ 

Largest Builders of Safes and ! 320 Fifth Ave., New York 1, N. Y. : 

Vaults in the World ' Please send me: H 

¥ : H The new free booklet ‘‘Mosler Insulated Record H 

: en ; Containers.”* : 

$290 8 — ‘ The Name of my nearest Mosler Deaber. H 

~~ tif: so : H 

| 3 \ ‘ N. . ' 

| sities —— . : Lae Or ee ae ST re : 

+4 r i * 7 

| i . 4 4 AN i i + ‘ OOO, aches edad add dahnnkdahaeveedessbatenensabeeeeetaee ' 

| § ; f ; 

| j a a eel ‘ DE sic 5 cvs eensae soda Pons busis nee ehaweusesaqaensenves ; 

heneiconsneneien “ical, Some ' 

‘ rs ( r * ‘ 

| Builders of the U. S. Gold Storage i City Zone State 

Vault Doors at Fort Knox, Ky. Lanccccnccccccccccccccccccccocsnnessesscssccscccoss 4 
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= Own Your Own | 
KELLOGG 


Setect-O-Puone 


Automatic Private Telephone 
me. and Paging System 


e@ You may never see these losses on 
the books—-but they can be a serious 
drain on your profits! 


Man-hours lost because people are 
away from their desks . . . Decisions 
held up or muffed by lack of facts 
right when they're needed . . . Hours 
wasted for the executive staff because 
it can't get together for a conference 
... Time wasted for everyone because 
the central switchboard is jammed 
with “inside” calls . . . Outside calls 
delayed, with orders lost or cus- 
tomers antagonized. 


Do away with all of these losses with 
Kellogg Select-O-Phone System. It’s 
economical to buy, simple to install, 
needs no operator, involves no rental. 
It pays for itself in direct savings in 
as few as two years. 


A Trve Telephone Sys- 
tem. Completely private 
—no loudspeoker din. 
Instant dial service for 
5 to 48 desks. Anyone 
can call anyone else— 
or initiate a full confer- 
ence. Fully automatic— 
cuts switchboard load 
25 to 50 percent. 
Nothing on your desk but a telephone. 
Complete privacy always. 


{ Mail the Coupon for Full Details 


Fr 
: Select-O-Phone Division 

' Kellogg Switchboard and Supply Company 
1 6658 S$. Cicero Avenue, Chicago 38, Ill. 

' 

a 

1 

' 


Please send the facts on how Select-O-Phone 
can save money for our company. 

NAME_ 
COMPANY 
ADDRESS.._ 


STATE 


1 
1 
1 
1 
1 
, city 
a 
4 


bred. Today we secure conform- 
ity through education.” 

The need for obtaining ‘ca- 
reer girl’ messenger and page 
service, Mr. Schafer explained 
to his audience, gave rise in his 
firm to a separate training divi- 
sion in which youngsters spend 
from two to four hours in the 
classroom and the rest of the 
time on various floor duties. 
Starting in 1940 with simple 
orientation classes to familiarize 
newcomers with the mysteries 
of the banking business, the pro- 
ject has grown to include adding 
machine, typing, shorthand, 
spelling and remedial grammar, 
proof machine, Burroughs book- 
keeping, Ediphone, and other 
instruction as needs have arisen. 

The staff assigned to the 
bank’s training program con 
sists of a supervisor, one of the 
bank’s older women employes, 
and under her two women in 
structors who divide most of the 
classroom work and also help on 
other functions of the division. 

The group of clerical trainees 
varies during the year from 
thirty-five to seventy-five young 
beginners. In addition to the 
trainees, many people from 
other departments who are in- 
terested in improving their skill 
also. attend class regularly. 
Sometimes, Mr. Schafer ex- 
plained, by improving a latent 
skill the employe can be up- 
graded as openings occur. 

Supervisory training is a field 
in which the bank has also con- 
ducted programs from time to 
time, although such training is 
the responsibility of the per- 
sonnel department and the sen- 
ior members of the staff. Orien- 
tation and training of college 
men is another field reserved for 
the senior members of the staff. 


SOCIETY FOR THE ADVANCEMENT 
OF MANAGEMENT 
4th Annual Time & Study Conference 
Hotel Statler, New York 
April 2\st-22nd 


LET US TELL YOU 
WHERE TO GET IT 


Whenever you are in need of any 
type or brand of office equip- 
ment, commercial stationery or 
maintenance supplies which your 
regular source of supply cannot 
satisfy, call on the Subscribers 
Information Department of 
OFFICE MANAGEMENT AND 


EQUIPMENT for assistance. 


We maintain a permanent staff 
in our Directory Department—a 
staff that works all year long cor- 
recting lists of manufacturers, 
distributors, classes of merchan- 
dise and trade names, keeping 
records up-to-date to serve you 


with dispatch and efficiency. 


Daily, we receive phone calls and 
letters from office management 
executives all over the country 
who are in search of the best 
sources of supply for individual 
pieces of equipment or large 
quantities of office supplies, fur- 


niture and appliances. 


Ask us to help you solve your 


office equipment problems. 


Subscribers Information Department 


OFFICE MANAGEMENT 
AND EQUIPMENT 


269 Fifth Ave., New York 1, N. Y. 
Phone MUrray Hill 9-4411 


OFFICE MANAGEMENT AND EQUIPMENT 
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TEX, saves tHe vay ar THE OFFICE! 


al 


‘TIME IS MONEY!” THE BOSS TOLD SUE, POOR MAILROOM RED WAS ALL WOUND UP 
“AND YOU WASTE MUCH TOO MUCH!” WITH STRING AND TWINE AND GLUE. 

THEN TEX TIPPED SUE TO TEXCEL TAPE “HOLD ON!” SAYS TEX, “LET TEXCEL TAPE 
THAT STICKS WITH JUST A TOUCH / WRAP UP THAT JOB FOR you!” 


- lg so os 


SEE, BOSS, NOW ALL YOUR OFFICE FORCE 
. 'S WORKING SMOOTH AS HONEY, / 
AND THATS CAUSE TEXCEL TAPE, OF COURSE, \ 


SAVES TIME, SAVES WORK, SAVES MONEY.’ / 


ia , 
Pa ™ — A a —— 
{ — ————— 
\ OUR OISPENSER |S A BETTER TYPE 
\\ Te 4 
\ 


» HAS A STRONGER FRAME AND 
A CANDY STRIPE!” 


“NO POINT IN WASTING TIME ANO PAINT 
TO COLOR A SALESMANS CHART, 

WHEN COLORED TEXCEL DOES THE JOB 
SO NEAT AND QUICK AND SMART!” 


tye a 


* 
Pid 
f 
“ 


A : Wh 
ee. Y : i -. 
a CELLOPHANE TAPE ~~“ 

eae STICKS WITH A TOUCH 

___ INDUSTRIAL TAPE CORPORATION * NEW BRUNSWICK, N. J. 

es i pas te “ 3 ‘ i eealpeggits. oe sr a tae. 2 ae 
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outstanding features 
greater durability 
increased F. Q. 


What's the F. Q. (filing quotient) of your filing 

operation? It can be measured by the efficiency, 

accuracy and capacity of your filing clerks. It's an 

important part of your business and a measurable 
ae cost of your business operation. 

Browne-Morse Glider Files help to increase the 

F. Q. of your filing department. Only a 5'2 ounce 

: pull is required to open the drawer of a Browne- 

Morse Glider File. This factor alone greatly reduces the fatigue factor in 

filing . . . permits your filing clerks to file more accurately . . . increases 

their capacity. This plus the many other outstanding features of a 

Browne-Morse Glider File cuts this measurable cost of your business 

; operation. The smooth performance, durability and dependability of 

Mg Browne-Morse Glider Files make them the best designed, best engi- 

neered and biggest value on the market today. Check the features below: 


Y 
Ps 
. The extension arr on Browne-Morse files carry a fully loaded drawer swiftly, silently 
_« and easily on six case-hardened steel balls strategically fitted into the extension arms 
* 4 Key to BROWNE-MORSE with engineered ball running ratios. No lubrication required. 
% a oe ° Bearing Type Raceways. The contour of the balls exactly fits the contour of the 
me gliding action raceways of the extension arm. This scientific bearing feature eliminates the possibility 
ie of excessive wear... prevents the drawer from sticking or jamming. 
Ba | 
a a S se Just a slight movement 
adie j Op pm 5 down releases the } 
* , - j : buttons or levers, no 


al _ pinching, no clothes - 
; ae tee” Ate ; catching projections. 
i ox ves ios .,. = beautifully designed 
_ with aluminum satin 


Patented channels and extension | — — ie a ) 
slides permit the installation of | ; a a 
» ee inserts in all openings by any- 2 a, 
" one without the use of tools. | : Sa . S| 
Ly Automatic locks may also be in- oi. ae : ; : 
eg stalled in the field. | ie | Jen a] 


i = = - Write for the com- 
Architects of Efficiency for America’s Office plete now bulletia 


on the Browne-Morse * 
= File. Learn ~ i 
ow you can in- . 
i = MICHIGAN crease the filing quo- 
tient and cut costs of i 


your filing operation. 


MUSKEGON 
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She’s relaxed, free from fatigue, comfortably seated at 
the new A. B. Dick mimeograph—the table-top model 
435 with built-in electric motor. It is shown here on the 
A. B. Dick model 27 stand, which adds foot control to 
the operator’s ease. 


This comfort-engineering helps maintain a high level 
of production. In less than a minute you can have over 
100 clear, black-on-white copies of written, typed and 
drawn material. Special accessories are available to 
speed and simplify systems work. 

Ask your nearby A. B. Dick representative for a dem- 
onstration. Look in the phone book or write for his 
name. A. B. Dick Company, 720 West Jackson Boule- 
vard, Chicago 6, Illinois. 


Mimeographing is BALANCED Duplicating 


MODEL 435. Full Flexamatic Control to 

handle wide variety of paper and card stocks. 
Fast-loading feed table with 125-sheet capacity. 
Three-way copy adjustment. Universal stencil clamp. For 
use with afl makes of suitable stencil 

duplicating products. 


A. B. DICK 


we 


2° SS a 


SOMMERCIAL 


PORTFOLIO 


Commercial Portfolio. 
Nearly 400 easily traced 
drawings for commercial 

firms. Add interest to bulletins, 
contest letters, house organs, 
training literature, and other 
material. Three sections: 

Sales Promotion and 
Advertising; Gereral and 
Seasonal; Safety. 


Addressing Stencil Sheet. 
For fast addressing. 
Mimeograph 33 addresses 
onto page of gummed, 
perforated labels. Guide 
lines on stencil sheet position 
the addresses accurately. 
Economical, high-speed method 
of preparing addressed 
labels in advance. 


OFFICE MANAGEMENT AND EQUIPMENT 


Mimeoscope* Model 5. 
For fast, easy tracing, 
illustrating, lettering. Built-in 
vertical and horizontal ruling 
edges with precision 
calibrations. No obstructions 
from below-surface clamps. 
Yellow tinted drawing surface 
for high visibility. Fluorescent 
tube gives soft, cool light. 
Also available is auxiliary 
Tiltoscope base model 35, 
shown here. 


* TRADE-MARK REG PAT. OF FICE 


—the first name in mimeographing 
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-e@ 6 STREL CABINETS 


SPACE SAVERS FOR ALL STORAGE PURPOSES 


Height width depth 
cabinet 123%4"' 203," 16%," 
drawers W/," 4," 16!" 


27 DRAWER UNIT <27-DU 


1111 


Height width depth 
cabinet 34%," @ 113%4"" 
drawers 27%," id il 


Storage equipment for the office 


An outstanding selection of high 
quality all-steel cabinets for the 
efficient storage of small items, 
papers, documents and miscel- 
laneous material. 


These cabinets make valuable 
storage additions to other stor- 
age furniture and, individually, 
are attractive and adaptable 
units for keeping material with- 
in easy reach. Sturdy construc- 
tion, functional design and 
handsome olive green or mod- 
ern gray finish of baked enamel 
make strong customer appeal. 


There is a Keystone cabinet to 
meet practically all requirements 
including popular commercial 
size storage cabinets, wardrobes 
and combinations. 


‘Solves 
Storage si 
- Problem 


30' 2 


COUNTER HIGH 


Write for illustrated liter- 
ature and price list. 


All cabinets shipped set- 
up-and-ready to sell. 


Height width 
WHI 24218-CH 42" 35°" 
‘ 4224-CH 42" 7 

J 
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Height 


depth 
ig"! 


24" 


woth 
rie 
17 


depth 
'@ 


Storage equipment for the factor) 
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It is a proven fact that revolving card files put more records instantly 
available to a single operator — than any other form of filing. 

All good revolving files do that — but REVO-FILE offers 

you these three sensational, additional time and money- 

saving features: REVO-FILE uses your present cards — no 

costly changeover — no new, expensive cards with punched holes 

are necessary. Just take the cards out of your present files and 

slip them into space-saving REVO-FILE. The changeover is as easy 
and quick as that for with REVO-FILE the cards are mot 
attached to the wheel. It’s an amazing, yet simple exclusive feature 
that puts REVO-FILE beyond all comparison. For the name of 

your nearest REVO-FILE dealer and the complete, money-saving 
facts about this most modern of all record filing equipment write to 


REVO-FILE SALES 11 Park Place, New York 7, N. Y. 


In Canada: REVO-FILE LTD., Birks Building, Montreal 2. 


DEALERS — the demand for REVO-FILE is steadily growing. Only now 
has factory production reached the point where we can actively seek new 
dealers. If you believe that you can qualify, write at once for complete 
information on the REVO-FILE exclusive sales representation franchise. A 
few territories are still open. ~ 


REVO-FILE does 
what no other 
revolving file 
ae 
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DON’T FILE IT 


IN Oxfowd PENDAFLEX" 


aes us. PAT oFe 


the folders that hang 


In your present cabinets, Pendaflex hanging folders cut filing-and- 


Ains SUSPENDED 
NOT SUPPORTED y 


finding time in half! Just empty the cabinet drawer, set the Pendaflex 
frame in it, and hang the Pendaflex folders on the frame. Gone are 
slumping, sagging files. Instead, every folder and its contents are so 
easy to find, you'll wonder how you ever managed without this 


great filing convenience! 
= c 


Oxford FILING SUPPLY CO., INC. 
Garden City, N. Y. 


OFFICE MANAGEMENT AND EQUIPMENT April, 1949 


. ae 2 ee . ££] « Aor 2% 
eS | : | : 
= , 4 : “ a . a te % 
a al - 3 , jm =, "7 
1 a aa a a 7 7 = | ~~ a By 
@*: , . 4 = Pao > —— 
¥ 4 i " _ ral \ oO eens = f f ’ s 
E: P _ >——~= r SST aoe 
-. = a Yeti i a a - =| ae SS, | / } ; 
, a Be ee 7 mc 4 =a aoe = ]° mae =e. —= = | j ] * 
.*. st  .8.2 : ee A. 3% =) | V, ij Y | aca ¥ 
i 4 ' ee oe: a g SSS y~— ——= —_S>== /j / ff] ¢ 4 ius na j 
= Se SS _A-2 it —_SS== Vig : | 
a ————— — ==) / |) ae 
i Vie ? a aes «& ra ——— — Sy ]] _ j a a fe | 
: a _ = <"ey hee wi —S y] = Y Fit aie 
‘Sie & a * a SS ws = SS Wf y a 4 : : x i a 
Bm =| —— = — 
< ' ~_ -— — —— | 
* 7 . 7 2 eS — SS = S= ; =) a ; ie, 
eo fe 
-. = | 
4 ee 
ae ~ 
ae { 
: (SSs9 
ie 1] © YY 
_ i"! Ss 
, - { 20 eee 
‘3 


Rintead “addin haaitcaeebatorctaid 


April, 1949 


OTEAR NEWS FLASH 


ear Sheets 


demand for No-T 
dditional, high-sp 
our stationer 
s of these 


tan ever-growing 
es, B&P now has 4 
eration to keep Y 
sizes, all number 


To mee 

and Index eed 
machines in Op 
supplied with all 


exclusive lines. 


nits No-Wait, 4 
uable data, No-Bu 


From here © s well as No-Tear, 
No-Loss of val lk. Order now 


from your stationer. 


Standard 


5 BET. 


product 


For every record -- @ way to keep it 


Hupson AVE., BROOKLYN I, N. Y. 
2: 115 So. 8TH St. * CHICAGO 7; 310 W. POLK St. 
349 BROADWAY, New York 13 

NDISE MART PLAZA, Cuicaco 54 


GENERAL OFFICES: 84 
80 SUMMER ST. * St. Lou!s 
New York Ct 


CHicaGo SALESROO 


BosTON 10: 
TY SALESROOM: 


M: 1519 MERCHA 
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BAR Salesmen Love ’em| 
amd po do palesmends bossey — 


Take the traveling salesman in your company whose 
reports from the field are least well organized, 
whose own records are rarely as orderly as they 
should be . . . select that salesman and give him 
a NEVA-CLOG plier-type Stapler. It’s flat and 
compact: will fit perfectly into his brief case. 


Then watch those reports come in stapled neatly 
together, easy to handle, file or record. And note 
how well the salesman can keep his own files, 
with related forms, letters and reports carefully 
organized. 


The NEVA-CLOG plier-type Stapler is the sales- 
man’s friend . . . and what a life-saver to the 
Sales Manager and his department! Every sales- 
man in the field should have one. 


NEVA-CLOG Model J-30 
Also Model J-60 for both permanent and temporary stapling: 


= 
= 


OFFICE MANAGEMENT AND EQUIPMENT 


April, 1949 


a - > ee kG, a a a IS ee 
. 
e 
- Re SPLELLES *: . yn 
: an =< TIL WY, 4 » / y/ 
@ *. TLL \c ay 
Ba : 9 at WwW | 
: fe for <li 
re a BR Oo “ 
pS ee r A \ WU > = s 
4 Thies 7 é | 
2 ler type 
e “at Nova Clog p= 
Py _ the Ja | Plus oo , | 
_ _cLos a The . 1 
- wvecior sens MM ar 
: E = NEVACLOS ae bate swe? = aa et APLING G Products: oo N 
2 = — NEVA-Coe pridgepotts CON” 
2 on Log? 
Bact be 
a 7 4 aE NS TL ee 
' | - Ce ] j ' ra id me Fea c aoe : an ae 7 > ie ; a “a sa ie Mi = 
ot (ni 7a cee he es a , ee 


| ¢ - 
w | 
| Outstanding i 


Accomplishment 


Security CRESTLINE Filing Cabinets 


Here is an “A” Grade file line with those plus features that make it an 


outstanding accomplishment in the office furniture field. The development of 


ing: CRESTLINE has been a thorough process of exceptional designing and 
| meticulous workmanship ...no more functionally efficient file has ever been 
Hy produced, Feature after feature mark CRESTLINE File as the choice of 


those who demand better quality equipment that will meet the needs of today 
and the increased requirements of tomorrow. 
As with the entire line, CRESTLINE Files measure up to every specification 
implied in the slogan: For an individual unit, or a complete office installation 
... look first to the finest... to Security CRESTLINE. 


' ' 
' SECURITY STEEL EQUIPMENT CORPORATION  * 
| Receive all the facts about ; 45 Middlesex Ave., Avenel, New Jersey ; 
i CRESTLINE Files by sending for ' Please send me the folder titled: “Designed * 
f the free folder titled “Designed : Efficiency.” 
a ”" N s ” 
; — ry Efficiency. - OPN isis sc blanche anicoelinebiadeiloioie es toanakeai Mpcalaniiaaaes ; 
; ans sisccce shin snicssn esearch lisaaailciniaanadiamadeamnitaaaennesn . 
DF accescssepnsicoiinssniiassinicnneNvaciviniibiiietn iglilessnsahdbdesasictahaltbdaimaiaiaseaaeae . 
' ' 
ance pecenbeciiainiawesuthacenreness Zone........ I, ccsicitictvsdorsitan ' 
' ' 


SECURITY STEEL EQUIPMENT CORP. PERE 
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BOOK VISIBLE 
te take care of small records 
The book of 1000 uses. Victor Book Vis- 
ible is the ideal answer to the “housing 
problem" for the countless small records 
found in every office. At small cost you 
can conveniently equip every department 
with a Visible Book which gives facts at 
a glance. Signals in the %” transoloid 
protected visible margins call attention to 
out-of-order conditions and other perti- 4 
nent information without the necessity of 

referring to individual records. Available 

in units to handle up to 130 cards in the 

famous Victor Visible easy-shift butt type 


pockets for perfect alignment. See your 
local stationer for further details. 


PLL: SSN NR 
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2 ee 
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am 6=SECTIONAL VISIBLE 
the expanding uisble record 


Victor Sectional Visible eliminates one of 
the most important problems in adopting 
a visible system; that of attempting to 
anticipate record capacities in advance. 
Sectional record equipment expands with 
the growth of your business. You may 
start with a few sections and add more as 


2 


additional capacity is needed. Victor Sec- | 
tional is available in single-slide steel ad 
sections and is also in handy lightweight 2 
three-slide wood units. Both styles will 2 \ 


stack rigidly to any reasonable height. 
Victor Sectional Visible, both wood and 
steel, contain the usual Victor easy-shift ‘ 
pockets and the usual %” protected visible 


margin for speed of reference. Ask your = 
dealer today about this ideal way to start hs 
a visible system. ne \ 
* “ i 
THE VICTOR SAFE & EQUIPMENT CO., INC. 
_ (NORTH TONAWANDA ; NEW YORK 
2 ie. 3 on ie i NAN a ON. MOE st is 7 
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Revolution on a desk top! 


This revolution can free you, too! Free you from 
all the bother and inefficiency of old-style dicta- 
tion. For this is the Dictaphone TIME-MASTER 
Revolution. 

The streamlined TIME-MASTER is the electronic 
dictating machine practical businessmen are talk- 
ing about—and talking to. Men who get things 
done take to the TIME-MASTER and its plastic 
MEMOBELT record— naturally. 

And men who use the TIME-MASTER naturally 
get things done! Because the TIME-MASTER is so 
easy to use... is always instantly ready to catch 
your thoughts and take your dictation on a 
MEMOBELT that guarantees yoice-perfect record- 
ing and reproduction, faster, pleasanter transcrip- 
tion. Because it helps you get much more done. 
much more easily, in less time and at less cost! 


DICTAPHONE 


Electronic Dictation 


Only Dictaphone Corporation makes Dictaphone* Machines. 
(*Reg. U.S. Pat. Of 


Only the Dictaphone TIME-MASTER 
offers all this: 
¢ Uniformly clear recording and reproduction! 
e Easily mailable. fileable plastic belt records! 
e Streamlined design! All-metal sturdiness! 
¢ Uniform backspacing. rapid place finding! 
¢ Foolproof simplicity of operation! 


¢ Dictaphone dependability. nationwide service! 


For a TIME-MASTER demonstration. call your local 
Dictaphone representative or fill in coupos. 


Dictay hone Corporation 

Department M-29, 420 Lexington Ave.. N. Y.17,N.Y 
0 Please show me the new TIME-MASTER. 
CF) Please send TIME-MASTER literature. 


Your Name 


Company 


| | ee 


veberdowian wieatetk. 


City & Zone State 
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The mechanized filing equipment with 
SELF-ADJUSTING DIVIDE-A-FILES 


Save space, save time, save money, 
with the improved Super-Filer 


@ Now is the time to get rid of obsolete files. Improved Super- 
Filer, with Self-Adjusting Divide-a-Files. cuts office expense 
four ways: Saves time. simplifies filing work, saves floor space, 
reduces initial cost of equipment. 

The unique feature of Super-Filer is its Swing Front. When 
a drawer is opened, the front swings forward, producing a 
supported angle spread of contents and adding working space. 
This feature permits 18°; more payload per drawer—makes 
it possible to replace 3 old 4-drawer conventional files with 
2 new 5-drawer Super-Filers. 

New Self-Adjusting Divide-a-Files (three to a drawer) 
mechanically simplify filing. They break up the drawer load, 
hold contents slanted to the rear for easy reading and auto- 


matically help to maintain compression. They self-adjust 
themselves to changes in volume of drawer contents. 
Improved Super-Filer with Self-Adjusting Divide-a-Files 
marks a milestone in the filing of office records. It is available 
in 4- and 5-drawer heights. Write for complete information 


and the name of our nearest branch or dealer. 


THE GENERAL 
FIREPROOFING COMPANY 


‘The Old Way—4” of draw. 


rome -omere provide room fe sewing we ’ roar opens, DEPARTMENT M-4 + YOUNGSTOWN 1, OHIO 
‘ — 
| There is a complete line rd] 
of GF metal furniture — 
desks, tables, chairs, files Tr 
and shelving 2 ga) — 
2 ae = = he a si atid Ae 
26 OFFICE MANAGEMENT AND EQUIPMENT April, 1949 


ad poe cra ae i be ag ; i 5 " eee Bie gaan all ee a a a Be: a i P om 7 4 
eee 
. on 
My. oper filer 
ae REG.U.S. PAT. OFF. 
7 | 
=. 
mr a [eae 
a %. * : ae —— 
——_ : wis ‘ a | 
“ie “7 mnt = Sa 
ae ae |\\ ‘ath Vii. 0 
a a: Wt \' ae 
} = AO he el ee = lees F; es 
=  —_ wee) ke ee 
my” bt. — | 
Sl Se: sia 
x ae 4 oe : : | 
—e 4 = — } 
eae # a. “E 
7 in lustrous gray. 
> * ig bili HHH} AANA ALA f 
> % i 9+ ll Vi ya rg NG 
“7 ae Hy Baits \ \ ih. i“ 
BR a 
] 
ae + s ait : 4 aah “ " : 7 r | ae q is a, a : eee rahe - ieee 4 ae is ce lemme iy a ? . 


ey, 


uper- 
pense 
pace, 


\ hen 
ing a 
pace. 
nakes 

with 


wer) 
load, 
auto- 
Ajust 


Files 
lable 
ation 


vY 


Administering of the treatment demonstrated by Miss Betty Welch, secretary to Dr. Green. 


BANISHING OFFICE COLDS 


By Dorothy Henzy 


% DR. GREEN looked up as the door from the 
hall opened. Into his office stepped a young man 
with watery eyes and a handkerchief in front of 
his face to catch the last part of a sneeze. 

“The sign says ‘Dr. F. M. Green, Medical Di- 
rector’ so I guess I’m in the right place,” he ad- 
dressed the gray-haired doctor. 

“Yes, sir, and a quick diagnosis tells me that 
you have one heck of a cold and have come up to 
the clinic for fast relief. Right?” 

“So right, Doc. Nothing less than an earth- 
quake could drag me on the street selling this 
stuff today.” 

The young man lifted his brief-case stamped 
“The Columbus Mutual Life Insurance Company” 
and let it fall back on his lap. 


“How about a super deluxe Green special aero- 


Triethylene glycol is poured into a pan in the air conduits 
of the air conditioning system. Here it is evaporated very 
slowly and mixes with the air in the building. A gallon and a 
half of the liquid purifies the air for an entire winter. 
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sol treatment?,” the doctor said, getting up from 
his chair. 

“Sounds terrible. But I’ll do anything you say 
to get rid of this ton of lead on my head.” 

He followed Dr. Green into the small adjoining 
clinic. There this insurance company employee 
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received the aerosol treatment the doctor had 
prescribed, and a few hours later felt well enough 
to go to work. 

This sort of remedy has been given the same 
effects many times since Dr. Green started his 
campaign to cut down the absenteeism caused by 
colds at the Columbus Mutual Life Insurance Co., 
Columbus, Ohio. 

He thought it was pretty logical that if you 
could rid the air in the building of cold germs, 
equip the small company hospital he already had 
with some quick method of stopping colds in their 
first stages, and impress on the employees that 
they should take care of a cold at the first sniffle, 
you could reduce time off from work of sick per- 
sons toa minimum. His theory worked. 

Since he started his experiment four years ago, 
he has reduced absenteeism due to personal ill- 
ness to less than 1 per cent. Most plants and 
offices report anywhere from 3 to 5 per cent 
absence for the same reason. 

Purifying the air was the first step in his well- 
organized plan. One company quoted him an 
installation price of $1500 for an air sterilizer. 
That sounded expensive, but the whole process 
Was new enough to be expensive. Dr. Green 
knew that if glycol vapors were circulated 
through the air conditioning system, most of the 
harmful germs would be killed. After consulting 
a young chemist friend, the doctor, with the chem- 
ist’s help, carried through with his ideas, and the 
final cost for putting in the air purifier was con- 
siderably less—$150. 

Reduced from language that’s as technical as 
a medical book, his method for tagging colds at 
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first base with clinic treatment—second step jy 
his plan—sounds something like this: 

Propylene glycol and penicillin are transformed 
into a fog or mist and inhaled into the patient's 
nose, throat, and iungs after the lining of the 
nose have been shrunken. 

“When you have a cold,” Dr. Green points out, 
“the lining of your nose is so inflamed and swollep 
that the openings in the membrane are nearly 
shut. In order that the healing substance cap 
reach these openings, you first have to pack the 
patient’s nose with cotton soaked with a shrinking 
drug that enables drainage.” 

Says Dr. Green: “The relief is fast because the 
fog destroys the germs that cause the pain. Be 
sides, it eliminates the chances cf secondary infee- 
tion such as bronchitis, sinus, mastoid, pneu- 
monia, and ear infections. These aren't actually 
caused by the cold germ, as many people seem to 
think, but develop because of the person’s low 
resistance when or after he has a cold.” 

The clinic doesn’t pretend to take the place of 
a regular physician’s office. If Dr. Green dis- 
covers an employee needs the care of his family 
doctor, he tells him this, but gives immediate 
relief. He treats only minor illnesses which other- 
wise might keep the worker off the job for a day 
or two. 

Dr. Green aimed his work at the common cold 
and its after-effects mainly because it causes the 
largest percentage of absenteeism in personal ill- 
ness—a yearly average of 65 per cent. 

In actual dollars, if this slice could be saved, it 
would mean about $13,500,000,000 more a vear to 

(Turn to page 82) 


Dr. Green prepares the ma- 
chine for giving the aerosol 
treatment in the small third- 
floor clinic in the insurance 
company building. 
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Business corner of office planned by Ruth L. Strauss, interior designer and color consultant 

to architects, for Kated Corp., management organization for radio star Kate Smith. 

Drapery printed with photographic mural gives room an outdoor atmosphere. Natural 
Hawaiian mahogany paneling behind desk conceals file cabinets. 


OFFICES TUNED TO COMFORT 


*% THE realization that people spend at least as 
much time in their office as they do at home is 
changing the appearance of many an office. 

Bright colors, upholstered settees, soft carpets, 
and many other comfort and decorative features 
of a living room are being introduced into offices, 
which, decorators are fond of pointing out, house 
a large proportion of the executive population 
eight hours or more a day. 

A business office, however, should not have too 
much of a living room atmosphere, according to 
One specialist in this field. Ruth L. Strauss, of 
New York, well-known interior designer and 
color consultant to architects, emphasizes the im- 
portance of preserving an air of crisp efficiency 
even while adding the cheerful comforts of home. 

“A commercial office,” she says, “should act as 
a trademark. It should enhance the product or 
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give a clear impression of the character of the 
business or the personality of the executive. 

“Color, lighting, and arrangement of furniture 
must be engineered for function. Individuality 
can be achieved through color, fabrics, and a few 
good paintings or prints, but a clutter of knick- 
knacks is out of place in a business office.” 

Even a smal! decorative touch can be import- 
ant in associating a company’s office with its 
product, Miss Strauss says. As an example, she 
cites the use of old shuttles as flower containers in 
the office of a knitwear firm, where the executive 
office faces an open passageway leading to the 
stockroom. The stockroom wall consists of light- 
diffusing glass bricks on which the shuttles are 
hung so as to be seen from the office. 

“Functional,” in this designer’s opinion, need 
not necessarily be synonymous with “modern.” 
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Although contemporary design usually expresses 
the tempo of business today, period furnishings 
sometimes produce the desired effect of tradition 
and stability. The office of the knitwear concern 
mentioned is decorated in a simplified English 
style, with the type of subdued color scheme Miss 
Strauss favors for a masculine background. One 
wall is painted a mahogany tone, the three other 
walls a warm luggage tan. A large Chippendale 


Reception and "at ease” 
sections, seen from across 
desk. Conference corner 
at right, designed for re- 
laxing, is the least formal 
section of office. Kated 
Corp. visitors enter at the 
left. 
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Another view of Kated 
office, showing subtle divi. 
sion between "living 
room" section at the let 
and working area at the 
right. Translucent draper. 
ies with outdoor scenic 
print form continuous win. 
dow expanse. 


mahogany desk, three chairs covered with lug- 
gage tan leather, and two chairs upholstered in 
tobacco brown and leaf green underline the digni- 
fied, conservative nature of the firm. Since the 
area is small, two windows are treated as one 
expanse, with drapery striped in beige, brown, 
and soft green. To avoid the expense of a dropped 
ceiling, basket-weave webbing hides the beams 
(Turn to page 80) 
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Some Facts 


about 
AIR 


CONDITIONING 


By E. Grover Into 
of Kenneth H. Ripnen Co., Inc., New York 


First of two articles; the second 
will appear in the May issue 


By A. Devaney, Ine., N. ¥ 


% SCIENCE AND TECHNOLOGY have given 
us the tools to make our working processes more 
efficient and our office buildings more healthful 
and pleasant to work in. 

Over the past twenty years the science of air 
conditioning has advanced sufficiently to assure 
control of temperature and humidity in our 
modern buildings under construction as well as 
existing buildings that were not specifically de- 
signed for its application. Through it we can pro- 


vide a healthier base for relations between office 
workers and management at the same time. 

Air conditioning of buildings and offices pri- 
marily concerns the comfort of the personnel and 
is commonly defined as the science of creating, 
controlling, and maintaining indoor atmospheric 
conditions best suited to satisfy the bodily wants 
of the occupants. It has been said that a good air 
conditioning system is one that keeps the indi- 
vidual comfortable without his being conscious 
of it. 

The conditions conducive to comfort depend to 
a great extent upon temperature, humidity, the 
rate of air movement, and air purity. The com- 
bined effect of these four factors is known as 
effective temperature. Although a_ particular 
effective temperature may have a humidity rang- 
ing anywhere from zero to 100‘7, and a rate of 
air movement ranging from so-called still air, 
which moves at a negligible rate, to high veloci- 
ties, it does not necessarily mean that all of these 
combinations are equally comfortable. Each com- 


LEFT: 

A centrifugal refrigeration machine used in air condition- 
ing. Reciprocal and centrifugal compressors have attained 
the greatest acceptance for air conditioning work, the 
former for a wide range of tonnages; the latter principally 
for the larger tonnages. 
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Air conditioning through individual room unit. 


bination produces the same sensations of warmth 
or coolness, but other effects may contribute a 
feeling of extreme discomfort. If the humidity is 
too low, it will produce a sensation of dryness in 
the nose and mouth that frequently sets up an 
irritation. If the humidity becomes high it 
invariably causes perspiration and a feeling of 
acute discomfort. Still air may bring about an 
uncomfortable feeling as the result of stagnant 
conditions, whereas excessive air motion with its 
directional effects can be very distracting and 
annoying. The effect of inequalities and fluctua- 
tions in either temperature or velocity is to sig- 
nal the occupant’s attention to differences in 
sensation. When the ranges of humidity and air 
motion are limited or controlled to avoid these 
regions of discomfort, the effective temperature 
index may be considered a fairly close measure 
of comfort. 

The human body is able to adapt itself to a 
wide range of changes in temperature conditions, 
but beyond certain limits it rapidly loses this 
ability. It is a known fact that older persons 
have less ability to withstand unfavorable temper- 
ature conditions than younger persons, and the 
decline in productivity is earlier and more pro 
nounced. 

In view of the fact that there are substantial 


differences between individual reactions and be- 
cause there are intangible as well as purely physi- 
ological effects, it is no easy task to determine the 
most favorable values in establishing standards of 
temperature, humidity, air motion and purity. 

Air conditioning is a complex craft in that the 
variable and the application factors are numer- 
ous. Many types of air conditioning systems are 
available and the problem of solving the intang- 
ible riddle of human comfort usually revolves 
around this factor. In appraising the merits of 
any type or make of air conditioning equipment 
it is, therefore, important to refer to data ob- 
tained from surveys and experience records which 
are currently available. 

The requirements of any office building space 
to be treated with air conditioning usually con- 
forms to standards of temperature, humidity, 
ventilation and air motion that are established 
for different applications. These requirements 
are usually translated into physical units of heat, 
air volume, horsepower, and other factors by 
which the performance of available equipment is 
measured. 

Since anyone who considers the purchase of air 
conditioning apparatus is usually interested in 
the most economical system to own, the cost esti- 
mate should consider not only the heating or con- 
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ditioning system, but also other improvements in 
the space occupied which, combined with the 
system, give him the most economical purchase. 
The economy of roof, ceiling, or floor insulation, 
weather stripping, double or revolving doors 
should obviously be considered in relation to the 
proposed heating or air conditioning since such 
building improvements will materially affect the 
estimated loads and selected capacities. 

Another decision of great importance is the 
extent to which the building should be broken 
down into its floors, general office space, private 
offices, corridors, conference and reception rooms, 
storage vaults, and so on, for estimating require- 
ments of air conditioning. It is fairly evident that 
the instantaneous load of separate floors or the 
entire building is equal to the sum of the loads of 
its component parts. This does not, however, give 
the complete setup of the changes in load on the 
various exposures due to the shift in morning and 
afternoon sun, the lighting system, the occupancy, 
the physical activity of the occupants that might 
liberate large quantities of heat or vapor, all of 
which vitally affects the capacity of the distribut- 
ing equipment. These and other variable factors 
come in for very careful consideration. 

To make an accurate load estimate for instance, 


it is essential to organize all of the available facts 
about the building as well as the office space in 
the building under treatment. For existing build- 
ings, a survey is advisable, even though up-to- 
date plans are available, as this enables one to 
fully grasp the relation of the requirements to the 
occupants and the physical limitations of the 
structure. Inasmuch as the entire subsequent 
estimate is based on the facts comprehensively 
shown in the survey, it follows that without an 
accurate survey there can be no accurate engi- 
neering. 
Fundamentals involved 

Building designers are intimately familiar with 
the requirements of ordinary ventilation, heat- 
ing by direct radiation, plumbing systems, sprin 
kler systems, and other mechanical equipment. 
The required floor areas, riser spaces, aperture 
spacers, and approximate initia! and owning costs 
may be quickly calculated from unit figures for 
use in a preliminary study of a building, or any 
number of floors within a building. A well-con- 
sidered office layout generally results in lower 
first costs, lower operating costs, and better own- 
er satisfaction. The thoroughness of the analysis 
is predicated on a good understanding of all of 
the fundamentals involved. (To neat page) 


Air conditioning through a central installation. Note supply anemostats on ceiling. 
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The equipment which produces heat for a 
building is at the heart of the comfort system, and 
present day requirements for this equipment are 
severe and exacting. The technical advances that 
have taken place in the development of steam and 
hot water heating, while not spectacular as for 
cooling, have steadily progressed and have con- 
tributed toward raising the standards of perform- 
ance. Practically all modern heating systems 
are thermostatically controlled for the purpose of 
maintaining comfortable temperatures in the 
heated spaces, and to lower operating costs. Al- 
though heating may approach the ideal in winter 
comfort, it actually contributes nothing during 
the seasons of the year when it is not required. 
It is true that the disparity in weight of clothing 
worn at the present time by men and women 
requires a compromise for most heating applica- 
tions. On the other hand, summer conditions 
present a more difficult problem than winter be- 
cause much less accommodation to the difference 
between outdoor and indoors can be obtained by 
varying the amount of clothing. 


Ventilation 


Ventilation in office buildings is accomplished 
by natural or mechanical means. Natural ventila- 
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tion is considered antiquated and unsatisfactory, 
as it is dependent to a great extent upon condj. 
tions of wind pressure, direction, and building 
leakage. A structure tightly sealed against the 
natural elements wouid lose the effectiveness of 
natural ventilation and, therefore, would have to 
resort to a mechanical means of fresh air induc. 
tion. 


Wide equipment range 

Mechanical ventilation for specific installa. 
tions may have equipment ranging from a simple 
exhaust system employing a fan to take the air 
from an enclosure and discharging directly to the 
outside atmosphere without duct work, to a com- 
plete ventilation system involving supply and 
exhaust fans, heaters, duct work, air filters, and 
controls. The introduction of fresh air by this 
means, having the necessary provisions for 
winter tempering, will maintain greater comfort 
from early fall until late spring. However, it is 


during the intervening months that good work 
production in an office is more dependent upon 
maintaining a constant level of temperature and 
relative humidity, and it is in this respect that 
year-round air conditioning seems to have effee- 
tively bridged this gap. 


(Turn to page 64) 
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By A. Devaney. Ine. N. is 


% PROGRESSIVE MANAGEMENT has found 
that the various modern electric business ma- 
chines have provided a valuable tool for simplify- 
ing and facilitating the preparation of many com- 
plex and detailed reports and records. These mod- 
ern business machines occupy the same niche in 
the advancement of better management control as 
did the transition from bench work to machine 
tools for increasing industrial productivity. 

In the use of modern business machines, how- 
ever, a fact many times overlooked is that man- 
agement has as much responsibility in using plan- 
ning methods and in getting maximum utilization 
from business machinery as from production ma- 
chinery. The mere purchase and installation of 
equipment is only the first phase in the mechani- 
zation of office methods. The second phase, 
equally important, is to utilize properly the equip- 
ment and the personnel running it. Experience 
has proved that maximum utilization of equip- 
ment and personnel can be assured only by full 
use of well recognized principles of administra- 
tion and planning. 

Two techniques are described herein for con- 
trolling the effectiveness of business machine 
utilizations. The first is a method for planning 
the work for the machines and operators; the 
second is a method for securing maximum utiliza- 
tion of machinery. 

In a recent installation of production control 
methods for a large corporation, the tabulating 
department was an important factor in accumu- 
lating and preparing data on current and advance 
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Fig. 2. For work planning, the key punch supervisor uses a Gantt chart. 


production requirements. One of the basic docu- 
ments used was the sales order; however, it was 
taking longer than necessary for processing in 
order to turn out the desired reports. A detailed 
study of the movement of this order revealed that 
the orders could be speeded up, some clerical 
operations eliminated, and assignment of the 
work to the various operators and business ma- 
chines could be greatly simplified. 

The number of key punch machines and veri- 
fiers to handle the work was large enough (12 
key punch, 10 verifiers) so that the key punch 
supervisor had found it difficult in the past to 
know exactly where each operator stood on the 
load of work ahead and on the progress of work 
already assigned. Therefore, the assignment of 
work to machines and operators had been left 
to certain designated working “team leaders” who 
handed out the batches of work to the operator 
who would be available first. To do this properly, 
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the ‘team leader” frequently interrupted her own 
work to determine the next cperator to whom 
more work would be assigned. 

To speed up the flow of orders and eliminate 
the necessity of frequent checking by the “team 
leaders,” the assigning of work was transferred 
to the supervisor of the entire section. The su- 
pervisor was then furnished two techniques for 
planning which are basic in many industries: 

First, the operations required for each batch 
of work and the time required to do them. 
This data was entered on a form called a 
batch slip. 

Second, a technique to enable the supervisor to 
determine at any time the machine and 
cperator capacity available to perform the 
work required. 

These two techniques are treated in detail for 

a typical punching section in the paragraphs that 
follow. 


April, 1949 


—* see a —— ll So. | aia oe. o zt 
, of - at ar me 
ie Wee ER |: i eee eC = te 
‘ LBs os e ' » 
* fie 
a: 
: ee 
7 —_ 2 ee —_— 
1 rn 
> a -_—_o_ 
is a | 
ma . 4 m 
nail 
. 
.> a | 
= mY -_ | o 
A i 
a j — 
™ ee oe 
Aa ,  emen Ee" > -_ = - oa a, 
. | | : : x a. , a 
‘tom . 
ia a 
: 
Faas : P 
* : 
ys? 
a il 
. . 
= 5 0 
sd ae 
= ie 0 
i ! 
e ( 
; 
; ie! ‘ 
BFS | 
a 
ae : 
pe?) sh | 
epee } 
Sa 
Ah : q ' 
Da 
a 
a eet 
fron 
a 
‘ i , —- i's 
a NE ee vee a ' sl ae a 3 a ae i cg =. eo ai o - jag: ee 7 
a ye -— oe sae ea 2 a 
* Se: ha Fa a. oa et . Ps 4 Z lds = Py? oe mi a 
, == oa Pe va Te! Bes ee ee are" a sae ae yl Re iF i) a fe 


= os 


SORLERZANO | ; | 


ToRSISd! | > dae s 97 ict 2) HOURS om Veg, 


Epa (RV tow ££ 3 


Objective: to show hours available for other work, status of work planned, and relative progress for each machine and operator. 


Planning Information 

The batch slip, Fig. 1, was designed to show 
in detail the type of document being handled, the 
number of cards that would be required, the 
operations required, and the running time at each 
operation. 

The supervisor of the punching section, in plan- 
ning the work, uses the running time for the par 
ticular batch to reserve time on the planning 
charts. The data on running time, which is 
accurate enough for planning, is taken from 
graphs which show the length of time for punch 
ing cards at a normal pace for various types of 
documents. 

The supervisor, in arranging documents in 
batches, accumulates enough to make reasonably 
long runs for the operators. Also, she puts all of 
one type of document in one batch. In addition, 
the batches are numbered and logged in as they 
are received. The cards produced from the docu- 
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ments are then kept together by batch number 
until they are used for summarizing or tabulat- 
ing, at which time they are logged out. This 
helps to control accuracy in making sure that no 
cards are missed in final tabulations. 

Other information which proved valuable in 
the control of operator efficiency is found in the 
columns allotted for entering actual working time 
for each batch and the number of errors found. 
Actual time can be compared with standard for 
each operator to determine the ones who need 
training on speed. Also, the number of errors 
per operator over a given period of time can be 
easily determined. This is reported as a_ per- 
centage of the number of cards produced. 

Thus the batch slip can serve for more than 
just the planning information, as it is also a 
record of performance for each operator. 

The batch slip accompanies the work from the 
time it is received until it is finished. In large 
machine installations, the information on the slip 
is prepared by a clerk who receives the docu 
ments. Then both the batch slip and documents 
are given to the supervisor. 


Planning to Machine and Operator Capacity 

For planning the work, the key punch super- 
visor uses a Gantt chart (Fig. 2). The objective 
of the chart is to show the hours available for 
other work, the status of work already planned, 
and the relative progress for each operator and 
machine in the section. The chart emphasizes 
when the work will start, by whom it will be done, 
and the time it will take. It will be noted from 
Fig. 2 that the name of the section being planned 
appears in the heading, and the wide margin at 
the left is used for the operators and machine 
number for which all work will be planned. The 
width of each small vertical space represents a 
quarter hour and each day is divided into eight 
working hours which are entered in the heading. 

The time a batch will take, as shown on the 
batch slip, is indicated on the chart by angles 
opening to the right and left, as is illustrated by 
order M.723 on the top line of Fig. 2. 

The two angles are connected with a light line 
and with identification data (type of document 
and batch number) above the line, as may also 
be seen on the aforementioned order. 

Progress is indicated by drawing a heavy line 
under the light one covering space in proportion 
to the work finished. If half of the batch is com- 
pleted, the heavy line should cover half of the 
space between the angles. This may be seen by 
looking at order M.722, also on the top line of 
Fig. 2. 

When the batch planned has been finished, the 
heavy line connects the two angles; it never ex- 
tends beyond them. 
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A “V” in the heading of the chart indicates the 
time at which progress is posted. 

When the work is behind schedule at the tim 
of posting, the time behind is “killed” by making 
a cross over as many spaces after the last bate) | 
planned as the work is behind schedule. This j; 
illustrated on the second line of Fig. 2 from 2:45 
P.M. to 5:00 P.M. 

The chart also shows that at the time of post. 
ing, 12 noon, the status of work for the operators 
was as follows: 

Peggy is on schedule, the heavy progress line 

being even with the V in the heading. 

Anna is two hours behind schedule, so two 

hours between 2:45 and 5:00 were crossed 
out (killed) to give her time to catch up. 
In this case the supervisor immediately de- 
termined why Anna was behind and took 
the necessary steps to help her. 


Jane is on schedule and not heavily loaded 
with work, so some of the overload on 
Anna was later transferred to Jane. 

Betty is almost on schedule. 


The chart is used by the Key Punch Supervisor 
and is her principal tool for assigning the work, 
seeing that it stays on schedule and is finished in 
its proper sequence. The time which operators 
have available for other work can be seen at a 
glance and advance preparation can be made to 
transfer operators to other work, if the load of 
work for the entire section drops off for a reason- 
able length of time. 


A Typical Procedure 


Below is an outline of a typical procedure 
usually followed for planning batches of work for 
punching operations. 


1. Receiving clerk (in tabulating) on receipt of the work 
to be done, prepares a batch by grouping the 
same documents to be punched in quantities large 
enough to permit long runs. She prepares the batch 
slip which will accompany the batch and passes the 
documents, with batch slip attached, to the key 
punch supervisor. 

2. Key punch supervisor on receipt of documents and 

batch slip, reserves time on the planning chart for 
the batch, as described previously. The operator’s 
name (or number) for whom the work is planned 
and the day and time the batch is scheduled to start 
is entered in the “To Start” column. 
The Supervisor then takes the documents and puts 
them in a “Work Ahead” file at the key punch oper- 
ator’s desk. While she is at the operator's desk, 
she picks up any completed work from the “Finished 
Work” file. 

3. Key punch operator picks up each batch in sequence 
from the “Work Ahead” file and proceeds to punch 
the items required. As she starts each batch she 
enters the starting time in the next to last column. 
When she is finished, she enters the finishing time 
in the last column. She then passes the batch to 
the verify operator designated on the batch slip. 


(Turn to page 72) 


April, 1949 


adie. Te od i Jaa ae eS ee ee a 
& 
pie 
Z F 
; 5 
* 
as 
ens 
ey 
am a 
4 oe i 
Bo 
eC a : 
ee > 
ah 
ae 8 
one 
a 
“ee 
paar) 
=| gee ' 
oo 
a 
ae 
eae. 
1 Pe 
Be. 
Bue 
4 ee 
a 
aa 
a 
Pa 
” 
Pe } 
y ' 
fe 
4 amy, 
i 
> 
a: ; 
2. 
} 
b . 4 ' 
ec . 
ae ” 
mae 
me 
- Fi 
+ ee oe ade a : s = aia 4: a es a eS iy, el eisai A 
aie eae 2 2 emi py are oo. a 7 ae “eee a oo in 
a :. @ a 2 aie OO —— ee 
e . Y: Pa mae. = NS ee ce eee a + 2 i ~ a eS a | > ae i. * ll 


149 


fe 2 
Pa oe , hes >. & . 
& # - nd le a Pe. > tie 5 z 
in sae ee 
i ees ee agen ON 


Testing individuals for occupational aptitudes. 


APTITUDE TESTS CUT COSTS 


Pennsylvania State Employment Service Proves This 


* FIFTY YEARS AGO, if a man walked into an 
office or a plant and said he wanted a job, and he 
was a likely looking fellow, he was hired and 
started to work. Through the old trial and error 
method perhaps he eventually found his niche and 
in many cases made good, but in other cases he 
failed. In the interim much time, money, and ma- 
terial was lost trying to train him to do jobs for 
which he was unfitted. That was before the days 
of testing applicants before they were hired to 
determine their chances of succeeding in learning 
the job. 

In Philadelphia, the offices of the Pennsylvania 
State Employment Service, as do all offices of the 
Service, are taking full advantage of the tests for 
aptitudes for two hundred different jobs and the 
General Aptitude Test Battery, developed and 
validated by the Research Section of the United 
States Employment Service. Now, if a man or wo- 
man walks into one of the offices of the State 
Employment Service and is uncertain as to the 
best field of work to pursue. in addition to an em- 
ployment-counseling interview, aptitude testing 
can be used. The results achieved in the tests, in 
conjunction with the other data obtained during 
the interview, will indicate the various fields 
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in which the inexperienced applicant is most 
likely to succeed. 

Good for the applicant; good for the employer 
too. 

Aptitude tests, by determining the inexperi- 
enced applicant’s best chances of succeeding in 
various jobs, act as a screening device for the em- 
ployer. If an employer has referred to him appli- 
cants whose chances of succeeding on the specific 
job have been predetermined, it is obvious that 
hours of supervision, training, and break-in time 
will be put to maximum usefulness rather than 
wasted on an individual who does not have the 
necessary ability to learn the job in the first place. 
In addition, persons are generally happier in jobs 
in which they can succeed. Therefore, good em- 
ploye morale should result and there will be less 
likelihood that people will leave their jobs. There 
should also be less waste and damage by individ- 
uals whose aptitudes for the work have been de- 
termined beforehand. All this spells reduced costs 
for the employer and better employe morale. 

Employers in many fields have benefitted ma- 
terially by having applicants tested by the Em- 
ployment Service prior to hiring. For instance, 

(Turn to page 76) 
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LEFT: Doing the show—Marie 
E. Jordan, Flintkote Co.; Elsie 
Crosa, Liggett Drug Co.; Mrs, 
Mae Turbush, Firemen’s Fund In. 
demnity Co., president of the 
Transcription Supervisors Associa. 
tion; Miss Elsie Kaiser, United 
States Rubber Co.; and Rose 
Brown, United States Life Insur- 
ance Co., get the story of the 
Tuch-Rite touch-typing system. 


BELOW: A wide variety of of. 
fice items were inspected and 
discussed. 


} 


% THE fourth annual Little Business Show of; 
the Transcription Supervisors Association of, 
New York followed its pattern of previous sue. 
cesses on March 14th at Whyte’s Restaurant when 
it drew a large number of supervisors to study 
the claims of many office aids. 

The association, which has a membership oi 
162, turned out in force for the sales demonstra 
tions of fifteen manufacturers of the tools of the 
transcribing department. 

Elsie M. Kaiser, United States Rubber Co., wa: 
chairman of the Little Business Show. The hos 
pitality committee was headed by Caroline Slo 
cum, Electric Testing Laboratories, Inc. and in- 
cluded Marion L. Musante, Parker-Allston Asso 
ciates; Anna Rathjen, Cornell & Underhill; and 
Carina Meyers, American Steel & Wire Co. 

Exhibitors were: Dictaphone Corp.; Ediphone 
Division, Thomas A. Edison Co.; Soundscriber 
Corp.; Royal Typewriter Co.; Remington Rand. 
Inc.; International Business Machines Co.; Gregg , 
Publishing Co.; Pres-To-Line Co.; Buckeye Rib- 
bon & Carbon Co.; Crystal Copy Co.; Copyeraft, 
Ine.; Thomas Mechanical Collator Co., Inc.; Rib- 
bonwriter Corp. of America; Underwood Corp. 
and Tuch-Rite Typing Systems. 

Mae C. Turbush, Firemen’s Fund Indemnity ; 
Co., is president of the association. 


i 
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In the accounting department. Part of the new offices of The Atlanta Journal. 

W ofl : 
ae WHEN A NEWSPAPER DRESSES UP | 
; Suc. ini 
when i 
study By Charles Hackett , 
ip of % WHATEVER has happened to the storied The three pictures herewith tell a happy 

stra newspaper office tradition of grime, gloom, and story of a newspaper that is presenting a clean 

f the beat-up office equipment? face not only to the public, but also to the thou- 

Pink marble ad counters, modern lighting, sand or more men and women who perform the 

was wide-aisled, clean-cut office areas, and streamlined many daily chores of modern journalism. 

hos- desks suggest that The Atlanta Journal, at least, Reference to the photographs shows a hand- 

Slo. has no respect for this tradition. some sweep of uncluttered space in the Journal's 

1 in- 

\ sso These men direct the work of the new offices. From left: Horace Powell, vice- 

president and business manager; H. B. Wilcox, secretary-treasurer; and Arthur 

and Daniel, circulation manager. 
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main floor business office, where Atlantans, duly 
proud of the newspaper offices with the new look, 
can come in and list their want-ads. And the pho- 
tograph indicates that the accounting department 
staff is turning out the work behind modern Art 
Metal Construction Co. desks, from the Ivan 
Allen-Marshall Co., Atlanta. The General Fire- 


New lobby and combined business, want-ad, and circulation counter at The Atlanta Journal. 


proofing Co. chairs are from the Carithers-Wal- 
lace-Courtenay Co., Atlanta. The accounting staff 
now has a redoubled air of efficiency as it does 
its chores, which include making up the pay-roll, 
procuring paper, handling all incoming and outgo- 
ing mail, and seeing generally to the affairs of 
Atlanta’s radio and television station WSB. 


! Am a Sacred Cow 


Here 


Without fear 


I squat 


On business that is hot. 
While hours fly 


I, 


Invented by the boss, 
Do gather moss. 


Alas 


The hours pass 
And none dare say 
That I have had my day. 


And now 
All bow 


Before the sacred cow 


While he 


Long time no see. 


Charles O, Libbey. 
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ABOVE: 

VERICON, a compact. portable television system for business 
and industry, has just been announced by Remington Rand, Inc., 
315 Fourth Ave.. New York. Designed to operate for long 
periods of time, the system is versatile yet simple to operate. 
Because all impulses are carried by wire, no FCC permit is 
required for its installation or use. With Vericon, documents, 
vital records, or signatures can be placed in front of the camera 
for televised transmission to the person requiring the informa- 
tion, though he may be in another part of the building. The 
system consists of a camera, power unit, and viewer, which can 
be operated from any standard 110-volt, 60-cycle outlet. With 
it, the human eye can also watch industrial processes hitherto 
unobservable because of safety or space limitations. 


BELOW: 


NEW TRANSCRIPTION READER, motor-driven, is announced 
by the Recordak Corp., subsidiary of Eastman Kodak Co., Roches- 
ter, New York. The microfilm reader, using 16 mm. film, (35 mm. 
parts available shortly) has a turret top which rotates through 
360 degrees. Operator can turn the screen directly into her 
line of vision for maximum reading efficiency. Magnification of 
images can be varied from 24 to 35 diameters. Film moves at 
three different speeds forward and three in reverse. Dust 
scratches on film are prevented by a new design of optical 
flats which hold film in constant focus. Expected price is about 
$800, and reader will be ready for delivery in midsummer. 
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ABOVE: 

NEW FINISH, more attractive and permanent, gives the effect 
of hammered metal to wood. Called Gray Porcentite, it is now 
available on the Autographic cash register made by the Indiana 
Cash Drawer Co., Shelbyville, Ind. The register itself has many 
features. Within the upper section, the operating mechanism 
and paper roll are housed. Each transaction is entered in the 
open space provided beneath the column heading. Cash drawer 
glides open and gives a warning sound. The rewound record is 
locked separately from the cash drawer. 


ABOVE: 


PARCEL POST SCALE, model 970, is a fully automatic type 
with a 70 pound capacity. Produced by Commercial Controls 
Corp., Rochester, New York, the scale can be countersunk to 
level of shipping room table, and has all-way spirit level and 
adjustable leveling feet. Entire mechanism is encased in a one- 
piece housing of pressed steel. I+ automatically indicates exact 
postal computations for all domestic zones, to the allowable 
70-pound limit. Has a width of 18 inches, depth of 13!/2 inches, 
and height of 13 inches. Weighs 60 pounds, available in wrinkle 
finish in two-tone grey, and is priced at $215. 
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ABOVE: 

TELE-MAGNET, a portable, automatic machine which answers 
the telephone with the owner's own voice when the owner is not 
there, is the latest product of the Mohawk Business Machines 
Corp., 743 Fifth Ave., New York. No wires or attachments what- 
soever are used in conjunction with the telephone equipment it- 
self. It is designed for use with a French-type telephone which 
is simply placed on top of the machine. When the telephone 
rings twice, the connection is made by "lifting the receiver” 
automatically, which simultaneously starts a phonograph record 
containing instructions to the caller in the owner's own voice. 
These instructions, using any words of the owner's choice, explain 
that he is not “in” and direct the caller to leave a message 
with the Tele-Magnet at the sound of the chime signal. The 
machine takes messages of any pre-adjusted length, but is recom- 
mended to be set to record for 30-second periods. The machine 
then registers each incoming message on a dial to the right of 
the control panel, so that the owner simply “plays back" the 
messages received. In production now, the machine will retail 


for $198.50. 


BELOW: 


STEEL OFFICE WORK TABLES are being offered currently by the 
Haskell Mfg. Co., Inc., 207 Penn Ave., Pittsburgh. They are made 
of heavy gauge steel, provide height adjustments from 29 to 
30!/. inches and easy to move. With satin-finish aluminum band- 
ing, they come in a choice of light grey or dark green with match- 
ing non-glare linoleum tops. Also available with or without center 
— Stock sizes include 36x24, 42x28, 50x32, 60x34 and 72x34 
inches. 
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ABOVE: 


SWING-TOP RECEPTACLE with removable top is the latest 
from the line of receptacles made by the Superior Metal Products 
Co., 907 South Western Ave., Chicago. Made of heavy gauge 
steel, all welded construction, this receptacle has die-cast corner 
inserts with 5% inch rolled edges, and steel legs. Also has a 
smooth, unobstructed surface of baked-on enamel. Available in 
24, 30, and 32-inch heights, each has a shipping weight of ap- 
proximately 20 pounds, and each is packed one to a carton. 


ABOVE: 
STEEL-WOOD LOCKERS from the new line produced by Lyon 
Metal Products, Inc., Aurora, Ill. The entire framework and doors 


are of steel while other parts are of steel reinforced Masonite. 
Steel parts are finished in green enamel and the Masonite in 
natural brown. Lockers are made in both single and double 
tiers, in many sizes, Lockers also feature Lyon's exclusive recessed 
handle of satin chrome finish. Number plate fits right in it. 
Accessories include steel sloping tops and closed bases. 
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ABOVE: 

INTRODUCED for the first time, is this desk from the new 
Aurora line produced by All-Steel Equipment, Inc., Aurora, Il. 
The entire line of desks and tables features efficient working height 
(desks are 29 inches high); convertibility; choice of interchange- 
able top sizes; chrome hardware; interchangeable drawers; newly 
improved locking mechanism; optional built-in wastebasket; island 


ABOVE: 


KALLIN-KARD-FILE, a handy desk-file for business calling cards, 
from Rampe Mfg. Co., 3029 Prospect Ave., Cleveland, can be 
of daily help to any businessman who wants a quick and easy 
reference to names, addresses and sources of supply right at his 
fingertips. Made of attractive, durable plastic in marble-brown, 
the inside measurements are 4 x 6 inches, giving ample capacity 
for several hundred cards. Comes complete with alphabet-index 
cards and metal back-support so that cards can't fall over when 
the case is only partly full. 


ABOVE: 
ASH TRAY OR COASTER, take your choice, for this handsome 


item with its anti-tarnish sterling silver rim on glass can be used 
as either. Manufactured by the Rockwell Silver Co., and avail- 
able through Don Johnson, manufacturers representative, 101 
Tremont St., Boston, the item retails for $2.50 with choice of one 
initial. The tray is a smart looking accessory to compliment any 
desk. Can also be cut with three or four monograms. 


base design; and choice of grey or green finishes. A wide variety 
of sizes and styles in the complete line are available. 


ABOVE: 


WITH A NEW, improved and simplified filling device, the W. A. 
Sheaffer Pen Co., Fort Madison, lowa, has unveiled their aptly- 
named, new Touchdown pen to the public. So named because of 
its ease of operation, Touchdown empties, cleans and refills to its 
full, enlarged capacity at a single downstroke with just a light 
finger-touch. Sheaffer's new development is the result of continual 
surveys that emphasized public concern over complex and short- 
capacity filling devices. With the production of the new Touch- 
down, Sheaffer's development engineers eliminated this complaint 
in a single stroke. The new device will be incorporated throughout 
all of Sheaffer's "White Dot" line, including the least expensive. 
Styling remains unchanged from merchandise produced prior to 


Touchdown's introduction in order not to outmode existing models. 
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ABOVE: 

RUBBER STAMP KIT containing eleven business stamps thai 
are most commonly used daily, and a stamp pad, is from the 
Janss Co., 725 Rahway Ave., Elizabeth, N. J. The stamp handles 
are made of specially lacquered wood and the stamps them- 
selves of first grade rubber. The Jet Kit is retail priced at 
$1.19 each. 


BELOW 


CALCULATING MACHINE STAND of tubular steel design is 
announced by the Meilink Steel Safe Co., Toledo. Constructed 
of heavy gauge tubular steel with all welded joints, the Hercules 
stand provides rigidity, free from vibration, special top-and-chassis 
assembly for extra sturdiness, walk-proof treads, and the elimina- 
tion of bolts or sharp corners that might injure operators or cloth- 
ing. Vibrex top-panels afford working surface of 24 x 36 inches. 
Compact in design, the all over size is 24 x 54 inches, conserving 
valuable floor space. One rubber-mounted work tray and one 
easy sliding drawer are optional equipment. Hercules calculating 
machine stands are available in black, grey or green wrinkle finish 
to harmonize with existing office equipment. Shipping weight of 
standard model is 95 pounds. 
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ABOVE: 

GUEST CHAIR, No. 4802 for private offices and board rooms, 
is offered in walnut and top grain leather by the Taylor Chair Co., 
Bedford, Ohio. Cushion is leather upholstered one side and Gros 
Point on the other for utility and matched styling in year around 
use. It has pillow-spring back and attached cushion with soft 
spring roll-over edge. Height of back from seat 23 inches; sit- 
ting depth 20 inches: width between arms 22 inches; width of seat 
at front 25 inches. 


LEFT: 


POSTCARD FEEDBOX, designed by the Hart Mfg. Co., 2400 
Endicott St., St. Paul, Minn., to simplify the running of post cards 
through mimeograph machines, is claimed by them to be fool- 
proof. Invention consists of a metal box with open ends, which 
is easily snapped into position on any mimeograph machine. The 
cards stack automatically when placed inside Feedbox, and when 
feed lever is placed on top of the stack, the machine is ready 
for operation. 


ABOVE: 


THE S-20 is the newest model added to the line of seated posture 
gelatine systems duplicators produced by Ditto, Inc., 2243 West 
Harrison St., Chicago. Replacing the S-10 model, which was oper- 
ated from a standing position, this model will produce about 25 
per cent greater output. Every operation, including changing the 
Ditto roll can be handled comfortably, and copy can be made on 
any size sheet up to 14 x I7 inches. Copies are delivered face-up 
and absolutely flat, according to the company. 
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ABOVE: 

SAFETY DRAWER CABINET, again in production by the Cole 
Steel Equipment Co., 285 Madison Ave., New York. The cabinet 
has 27 drawers which are protected by two doors equipped with 
a two-way locking device controlled by a paracentric lock. In- 
side dimensions of drawers are 9 inches wide, 3'/2 inches high, 
and 16 inches deep. Available immediately, in a choice of green 
or Cole grey crinkle finishes. 


BELOW: 


STENCIL-TYPE HAND STAMP, produced by the Multistamp Co., 
Inc., Norfolk, Va., permits quick changes in wording, gives a ‘rub- 
berless stamp in one minute." Just type, hand-write, trace or 
draw the stencil, snap it on, and print. Can be used on wood, 
paper, and other surfaces including any part of a bound file or 
book page. Makes 1000 or more clear copies from one stencil, 
one inking, and is guaranteed for five years. Model 1, shown, 
prints up to five lines of type 3 inches long. Comes complete in 
sturdy case, weighs two pounds. Priced at $9.50. 
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ABOVE: 


SLIM-JIM UTILITY CABINET announced by Standard Steel 
Equipment Co., Inc., Dept. PG, 117-20 14th Rd., College Point, L. |., 
N. Y. Made of heavy gauge steel, it can be used as a supply or 
wardrobe closet. Although only 2 feet wide, the cabinet has four 
shelves, adjustable on 2-inch centers. Available in wardrobe and 
storage styles, each being interchangeable. Both styles have a 
single door, chromium-plated handle, 3-point locking device, and 
a built-in Yale lock. Finished in olive-green enamel, baked on. 
Each style measures 72 inches high and 18 inches deep. 


ABOVE: 


AUTOMATIC JUSTIFYING TYPEWRITER has been announced 
by the Underwood Corp., One Park Ave., New York. Combining 
the features of their standard typewriter with the recently an- 
nounced carbon paper and fabric ribbon attachment, this justifying 
typewriter incorporates an entirely new and exclusive built-in fea- 
ture to provide an even right-hand margin on typewritten copy. 
The construction is such that it does not in any way interfere with 
the use of the machine for regular office typing. The justifying 
is accomplished by Underwood's new variable pitch rack. The 
ends of this rack extend beyond the carriage on both the right 
and left sides of the machine. The right extension is for the pur- 
pose of turning the rack, and the left extension, inscribed with the 
numbers |, 2, 3, 4, 5 and 6, is for the guidance of the operator. 
The rack may be turned easily to any one of these numbered posi- 
tions, making it possible to expand a typewritten line one, two 
or three spaces, or contract the line one or two spaces. This 
machine was designed particularly for use in the preparation of 
bulletins, sales letters, portfolios, house magazines, office forms 
and similar original copy to be reproduced by any method of 
printing. 
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ABOVE: 


NEW DESIGN has been incorporated into the 1949 model Ink- 
O-Graph pencil-pointed fountain pen, manufactured by the Ink- 
O-Graph Co., Inc., 200 Hudson St., New York. The 14-kt. gold 
stylus point, click-valve action control, and the filling device remain 
unchanged; but the barrel has been torpedo-tapered and a newly 
designed Goldite cap has been added. The point is guaranteed not 
to bend or spread, regardless of writing styles. 


! 


f 


\ 
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ABOVE: 


ROOM AIR CONDITIONER, model L-750, is a thermostatically 
controlled type which cools, dehumidifies, filters, and circulates 
the air in a room at:a desired temperature. Unit is entirely en- 
closed, the mechanism being mounted on rubber and springs. It 
projects into room 12 inches, and all controls are mounted on 
a panel within unit. Made of hardwood, finished in blonde or 
two-tone for easy blending with room setting. Its system is 
charged with Freon-12 and has a semi-hermetic Coplematic com- 
pressor. Unit is 16 x 27/2 x 27'/2 inches, with an approximate 
shipping weight of 235 pounds. From the Louis Engineering Co., 
Lenco Div., 214 West Ontario St., Chicago. 
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LEFT: 


QUIK-LIFT STAPLE REMOVER having a hardened steel, slotted 
lifting prong, is from the American Machine Works, Inc., Racine 
Wis. Designed to lift all types of staples from any surface, the 
device will pull broken or crimped wires with ease, yet not break 
the staple in removing. Should the staple become broken, the 
broken part is caught between the hardened prong and the guide 
tongues. The item comes in a choice of either satin or polished 
nickel finish. 


ABOVE: 


RECEPTION CIRCLADESK, available with or without a built-in 
typewriter well, is announced by Abercrombie Schafer, Inc., Lake 


Forest, Ill. Dimensions of the desk where the receptionist sits "in" 
and not "at", are 66 inches wide, 48 inches deep, and 29 inches 
high. It has a 13-inch wrap-around skirt to match its top, both 


made of oak, walnut, and mahogany materials. Also features 25 
tailor-measured compartments, which are said to afford 300 per 
cent more room. The oadiioe nook is 23'/, x 30 inches, with the 
typewriter front and cente>. 


BELOW: 


IMPROVED MODEL of the Keysort Selector has been introduced 
by the McBee Co., 295 Madison Ave., New York. Operated me- 
chanically, the device is used to sort Keysort cards when a com- 
bination of classifications is wanted. Improvements on the new 
model are in design, with no change in its fundamental operation. 


April, 1949 


os 5 ee Oe - es eee o “3 ores . —— cao a) aa = ’ 
F ‘ rs) - ds fa eel A coal 
a 
ea 
7 
": ae 
hg - — 
} i aia 
qi o~ in 
=, { hi 
a 7 
Gor " 
ae 
= METHOD OF USING QAEANFT SHAME POLE gf yy 
e 5 
5 cs ask - —~" 
al a 
Ban 
ee 
a 
> ki 
we : ‘ ; 
< } ee ist 
- a * j < : ne 
bg . 4 = 
he . — 
el ba 
Gag inn ee ee 
sie SO py - ~ n % 
F a. r te ne we * 
ad le wit 7 ad es a 
* a ) eg : me Pies 2 a 
4 —_e) Fr = et ee 
fies nn i 2 ae ee be é aS 
7 Nh ee ceo. ere ee eS LET eo see cae Fe eee 
, : AES tee Le Rego, foe ey, os ees ~~ a <. iae8 # ae 2 bs ; se |. a 
E ty ; 5 ui. : wi a oT | ee 
i aa > es e ae 
ai y % ad ae Pe a $ sd J 
2 ; : gi SE os 3 a a ee 
a a . — a . 4 _ * 
a Omi: ee ary , 
Be iia Cis as gee Re : nt a 
ra! ; Re Re | * Res 
roe : j 
j — ee | 
‘ j 
2 i 
pe ee 
BO | 
Pie. at 
. a 
aes 
Bs 
® : 
| q . — - — — 
el | : eee ¢ 
A |  —_e —_ ae 
: “|e a — 
, ine iz” o* : wes 
= lll | oe 
_——_ . 3H , egeagd | BE ZS = 
Bou . 5 ee oes e 5 : 
. % ~ HS ee ——— om et > 
mi i . E iea Se ‘ in sort a 
_ : ; . ay - adil P ¢ as + i 
2 ce i) ii: - “ yr, —s 
5 | f » ee at ane a - a “he Pies oe 
a eee = — . “ean 
p> so & ——_— ee 
gy 7 > mo ee ia ; = Py & eee i ee . get rs a s ta ‘ 
eA | 4 ee: — iz - . Nas . a 
és ¥v acai a iil : 4 é Y & * : 4 ag : ‘ 
| — | 7™ : “ ra = ; oo r 
| ee ee " oe 2 5 Me cee 3 
we — a. & . ie... ) |) a 2 
é os, + a 
® in ee OM 
ae . oe : :- oO 
ie i ee = oo ae oS ae 
be tellin i Ke. Re Bo ee 
wee — eee "eae a, oie ‘ 
a LE Ree Sk | 
. 3m e- oo 
ee | Be. ae? a 
es, | %, ce — ae ae bia gu a . ‘ 
. a 
oe a | a 
ao: ae | ee 
NaF a 
so Aw 
si 
: Yr 
# rs pameneennmmeeennee a 
a is 
Z 
ia 
fa 
a ; 
ee ane 7 , a 
ie > rs . 2 os ee. | - . ae v P - pie 4 See =f 7 ate a 4 —— 
ie = ee ae ae ; 3% AP in aati say bie ‘er i Sie ie ets ’ f 
z aS eo Cloae — eee a = a Pe Be at, > aa 2 .* ee 
ee - a ais Oe ae = o ia > = ae a : 
a ae - & an ea As J = ae a 7 eee ee . ee Pa ee a . 


— 


LEFT: 


MAGICTAPE RECORDER with a patented, new type of re- 
cording mechanism, and a compact, high grain amplifier unit, is 
produced by the Crestwood Recorder Corp., 218 South Wabash 
Ave., Chicago. Machine also features two channel recording 
which puts a full hour's recording on the standard half-hour 
reel. Has only three controls: forward-stop-rewind; record-or- 
play; and tone-volume. Machine is 18 x 12'/4 x 934 inches, 
weighs only 25 pounds, and priced at $189.50. 


ABOVE: 


ELECTRONIC DESK MICROPHONE that leaves dictator's 
hands free, is the latest dictating instrument from the Gray Mfa. 


Co., Hartford, Conn. 


Slightly over four inches tall and only 


4 x 5 inches overall, the new microphone is said to be the first 
of its kind to pick up conversation within a radius of 12 to 15 
feet without a preamplifier, and softly play it back for refer- 
ence. It requires no manual manipulation, although it is equipped 


with a built-in switch for special applications. 
controlled by a miniature foot control button. 


Operation 
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ABOVE: 


NEW SAFE, built by Diebold, Inc., Canton, Ohio. Known as 
the Diebold Guardian line, are designed specifically to protect 
such valuables as: deeds, abstracts, wills, and notes, and they 
carry the Class "C" tested fire rating from the Underwriters’ 
Laboratories and Safe Mfgrs.' National Association, and compiy 
with the U. S. Bureau of Standards’ specifications, assuring proper 
performance in event of a fire. They also bear the Underwriters 
Laboratories’ Approved Relocking Device Label and earn a pre- 
ferential safe burglary insurance discount for users. A three- 
tumbler, key-changing combination lock secures the door and per- 
mits the owner to reset the lock to any desired combination at 
will—a highly desirable feature when changes in personnel are 
made. For the convenience of the user, both handle and dial have 
been located high on the door, allowing their operation without 
stooping. The door, with a swing of 270 degrees, affords a clear 
opening for easy accessibility. A chroma-gray fine-wrinkle finish, 
an exclusive Diebold development. is highlighted by a modern 
chrome and black plastic handle and dial. 
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BELOW: 


LOOSE LEAF BINDER that reauires no holes, is from Cushman 
& Denison Mfg. Co., 135 West 23rd St., New York. Made of 
pressboard, the ‘punchless" binder comes in a complete line of 
letter and legal sizes, and choice of red, black, or grey colors. 
To bind papers, just push the two slides to insert and lock. 
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LEFT: 

NEW LINE of mimeograph drawing instruments, manufactured 
by the molded plastic process, are from the A. B. Dick Co., 720 
West Jackson Blvd., Chicago. This process has not before been 
used for production of mimeograph lettering guides, styli and 
screen plates, and makes possible a number of new features. The 
lettering guides are much thicker than other guides and therefore 
do not slip under the T square or slide on the surface of the 
stencil sheet while in use. The character openings in the guides 
are now tapered so that the openings at the top are wide enough 
for easy and quick insertion of the stylus point and narrow at the 
bottom to provide more accurate control of the stylus point The 
new styli, pen-like instruments used to trace drawings, for ruling 
and for use with the lettering guides, have rectangular molded 
plastic handles with rounded finger grips which are so designed 
that they will not roll on table or desk and are balanced for 
fatique-free use. The new screen plates, which are used for shad- 
ing, also of molded plastic, are transparent and 3 x 6 inches in 
size. The new large size eliminates the need for moving the plate 
when large areas are to be shaded. Instruments were styled by 
one of America's leading industrial designers, Walter Dorwin 
Teague. 


wr 


RIGHT: 


INTRODUCED to the office appliance user is the new Visacopy 
copyholder, now being manufactured by the Garlynn Engineering 
Co., 755 Pennsylvania Ave., San Francisco. The holder features 
positive line spacing, adjustable focusing, action clutch, and bal- 
ance feeds. Made with high precision instruments, it is guaran- 
teed by the company. 


al 


LEFT: 


DELUXE FLOW-AIR CIRCULATOR, retail priced at $32.95, is 
introduced by the Modern Utilities Co., 3733 La Salle St., St. 
Louis. It utilizes a patented ‘floating air’ principle to provide 
room-wide circulation of cool floor-level air, and is of all-steel 
construction, finished in a choice of mahogany or satin-grey. Has 
1/30 h.p. motor, 12-inch air impeller, 3 speeds, and is 16 inches 
high, 13 inches in diameter. Circulator bears the Underwriters’ 
Laboratories seal and is guaranteed by the manufacturer. 


BELOW: 


TWO MORE MODELS recently added to the line of the Victor 
Adding Machine Co., 3900 North Rockwell St., Chicago, are these 
shown. Both have direct subtraction. The full keyboard and ten- 
key keyboard Victor with direct subtraction were first introduced \. 
in 1940, but discontinued during the war years. They will retail | 
at $134.50 each. | 


ABOVE: 


EASY ON THE EYES qreen is being used in the production of 
a new Sure-Rite stencil, placed in an also new drawer-type box 
} by the American Stencil Mfg. Co., Denver, Colo. The boxes may 
be stacked for storage and have a side opening for easy removal 
of stencils. The film stencil itself is treated to cut all glare and 
thus help eliminate eyestrain and fatigue. Light, medium, and 
heavy impressions can be produced, and stencils are guaranteed 
for one year. Packed 48 to a box. 


ae ney Se ee a. x’ f wae See eae oe 
Be - 
, ee 
, wre 
e PYF, > 
. ® ih iv, fe SS t= ~ “ 
z aa *4 “af 7, Py 2 in > s 
* 9a . . oe is is » 
= se See ae 
ia “we, ements, J ee fini = & 
ai Se 7 ia ily otf 9 
| aa Bled 
wa f 
oe 
i 
Pa 
=_— ‘ 
j rf “ 
. 
a 
5 7 
ene — 
it . : : ‘ } 
& } - sith ? ¢ 
« nett gal ‘ 
be ree 
¢ } x : .% ae bing 
pie ; 7 :: J. * > ae } 
= " =. . \ es 
re ; 5 ee Ae iy eee 
“23° SSS FS, 5 KS Le r 
ern Se t $ ASS Ree, \ : 
ai, ~* nd Me am yy . 5 % ; 
™“ “a a. c= a? Sa) RM Se i 
-= Ff = | ee 
Re; a, # : a 
: 4 e a aan . 
ww —— Ys 
— : — 3 oe ee 
nae | . . ~ | Sa 7 
i! pallial > ange ‘1 
ise Be ; 
as ad a P 
oo: Pe: fa a , 
a _ ae ee — 
x . i E 
7 | 
& 7 . 
: x ae = ca eet, i ~ 
a S R ¢« 
URE-ILITE 
| stiths en 
e 
: : : ee 
oe ae | 
te ae 
Ms aRcoms | eremams Ber AT Re Corel ee 
ae _ - Ce ee te tg cia da ae ee Ba 
ia 5  ——— co 
+ fe a " x “A 
; pa | 3 “oo RE —" a 1 ae = “ eats . 
5 PS ~ . F- fee : ~ oo. ae. s = 
eee - " " j ‘gee = i an Mace Rives, 4 . * «* . 
ca sins? iii aa be i Age ae nog ae tg 
ao | | . a % _ a 2 a Sehgss . 3 
» | scale. — a i ; “4° e* < 
BS | es i Se » “4 
by Pe ys, OR ae <t g \ 
x * ‘a te ae "> . Rae bi J ag f>. 
. es he Sea >a Ss sa — 
oe ee nie oe ‘es > 
ae 2 oo ae ae. a 
= i ‘a Ro es en 3 “ in ee 
a AZ 
ae an er (a 7 oe ae 
= igi Ee Si Oe ee i ee ae ‘ . 
Rey RRR: A. ae? \N 
ae, 
Beaty 
= 50 OFFICE MANAGEMENT AND EQUIPMENT April, 1949 F 
are es 
7 oa, 
Ph: 
P? Ss ” ea ae ~" = ii eae . eee A Gene: > ae .. ie a eh “as. 
; eas a es 2 ae ae Me ies rl ug >, ce iia ahs 7 = 
- “illo ida ee cs ee ; + aes . ios 2 I 


CUTS AND ELECTROS 


MAPS AND PLANS 


ENGRAVINGS 


ee  — 
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ueavy ste. BLUEPRINT CABINET 


Solidly built of heavy gauge furniture steel. Smooth gliding drawers on ball-bearing rollers, 
equipped with rear hood and lift compressor in front. 5-drawer units that can be securely 
stacked to meet your individual requirements. Olive green or Cole grey crinkle finish. 


Inside Drawer Dimensions Outside Cabinet Dimensions Dice 
Wide Deep High Wide Deep High 
No. 4030, 5-drawer unit 37" 25" 2%" 40" 28" 15%" $89.00 
No. 4332, 5-drawer unit 43” oa” 24%,"" 463%" 35%" 15%" 129.00 
Automatic plunger-type LOCK controlling all five drawers, $15.00 additional 
Base for 4030 Cabinet is 7 ¥2‘’ high. No. 30-B $14.00 
Base for 4332 Cabinet is 7 /2‘’ high. No. 433-B $16.50 
FREE CUT OR PHOTOGRAPH OF THE ABOVE UNIT AVAILABLE ON REQUEST 
Prices 20% higher in Denver and West of Rockies. 1093-R 


STEEL EQUIPMENT COMPANY _ 


" co LE 285 Madison Avenue, = New York 17, 
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SANITARY BASES 


for all size files 


3.10 


18 sizes 


STURDY CONSTRUCTION — Prontos are built of 275-Ib. 


test corrugated fibre board and reinforced with steel on the 
shell and the four corners of the drawers. 


SAVE FLOOR SPACE — Constructed so that they interlock 


into solid units and stack as high as the ceiling, saving 
valuable floor space. 


SIZES AND PRICES 


a eS ee ee fees ge ES AER 


FOLLOW Blocks 


75¢ 
ADDITIONAL 


MADE FOR 
\ ANY SIZE 
FILE 


LOCATE YOUR RECORDS EASILY — No more need of 


fussing and fuming. With Pronto files you can get at all 
records just as easily as in your regular active files. 


BEAUTIFUL APPEARANCE — Pronto files are beautiful in 


appearance, finished in an attractive olive green. The steel 
drawer front matches your regular active office files. 


Inside Dimensions FIBRE BOARD STEEL 
DRAWER FRONT DRAWER FRONT 
Suggested Uses 
‘ ‘ File PRICE || File PRICE 

| Width Height Length No. Single Carton | No. Single Carton 

tletter Size es 10%, . . 24 E210 . . $3.10. . $3.00 || I210L. . $3.85 . . $3.75 
Letter Size ----|] 12% .. 10%... 15 | E2I0S . 3.00.. 2.90 || 1210S.. 3.75... 3.65 

tlegal or Cap. _ 15% 10%. . 24 6510 .. 3.75.. 3.6 ISIOL.. 4.85... 4.75 
Invoices 10%, 8% ..24 | £109 .. 2.75... 2.65 109L. . 3.40... 3.30 

*2 Rows 8x5 Forms 10% 83%, . . 24 Se... 20 .. 2% 108L 3.65 . 3.55 
“Invoices or 2 Rows 8x5 10% 8% ..18 | EI08M . 3.00.. 2.90 108M 3.60.. 3.50 
Freight Bills I/, ea E97 — 2.50 1971L 3.10. 3.00 

Checks 10'/, 4% ..24 | £104 .. 2.65... 2.55 || I04L 3.40... 3.30 

Drafts or Checks _ Wg 4, . . 24 ES4 —* - 2.00 || 194I1L 2.60 . 2.50 

Drafts or Checks We 4%, ..18 | E94M.. 2.05. 1.95 1941M 2.55... 2.45 

5x8 Forms 8% 5% ..24 | E85 - 2.35... 2.25 || 185IL 2.05 .. 2.78 

Tabulating Cards 7% 3%. . 24 E73 . ae. « 2a 1731L 2.55 . 2.45 

*3x5 Cards (3 Rows) 16'/2 4/2. . 24 E64 «» oe. 3.65 1645L 4.85... 4.75 
*4x6 Cards (2 Rows) 12% 5 . 24 E24 — 2.65 1245L 3.40 . 3.30 
*3x5 Cards (2 Rows) 10%, 3% ..24 | E103 .. 265.. 2.55 WO3L.. 3.35... 3.25 
Vouchers (Upright) 5\/, 1, ..24 | 2... 290... 200 | 1592... 365. . 3.85 

tledger Sheets . 2 ee E9! —° - 3.40 || 9I2L.. 4.25. 4.15 
tledger Sheets 1244 ee El2 - 44... 435 || 1212M 5.80... 5.70 


*These numbers have removable divider partitions. 


tPacked 6 to a carton—all others 12 to a carton. 


Prices 20% higher in Denver and west of the Rockies 


Prontos Installed at the Underwood-Elliott Fisher Co. 


PRONTO FILE CORPORATION 


285 Madison Avenue © 


ad —_ 17, N. 
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THE TOOLS 
OF THE OFFICE 


A continuing series 
covering available 


types of office 
machines and equipment 


f 
: 


An Oasis water cooler by Ebco Mfg. Co. 


NO. 4 WARM WEATHER EQUIPMENT 


1 of Office Fans 


t all 
Chelsea Fan & Blower Co., 1206 Grove St., Irvington, N. J. 
WP1é6—Panel Type Window Fan 
sl in @ 2114” high, adjustable to fit window openings 25” to 36”. 
steel Heavy steel construction throughout. Hammertone steel 


blue. Front panel easily removed for cleaning and oiling 
and is equipped with speed control, switch, cord and plug. 
Exhausts dead air in office or any other space and brings 
in fresh air through open doors or windows. Moves 1550 
cubic feet of air per minute, 1/15 hp motor, four blades, 
} speed, 750/1500. Price $47.30. Delivery 30 days. 


Chelsea's WPI6 panel fan. 
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Climax Machinery Co., 301 S. La Salle St., Indianapolis, Ind. 
D-16 Room Cooler 

@ Dimensions: 261%” wide, 20” high 9” deep, made of 16, 
18 and 20-gauge steel 3-speed Cutler-Hammer switch. Ad- 
justable panels to fit all windows. Front easily removed 
to permit cleaning and oiling. 16” Torrington blade. 1/15 
hp F. A. Smith shaded pole motor. 1800 cfm high-speed, 
1200 cfm medium speed, 700 cfm low-speed. Price $54.95. 
Immediate delivery. 


The D-16 Room Cooler of Climax Machinery. 


Fasco Industries, Inc., Rochester, N. Y. 
Fasco Model 55 
@ Dimensions: Height 14”; diameter 15”. All steel con- 


struction with die cast aluminum legs. Finish: Duo-tone 
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WARM WEATHER EQUIPMENT 


Persian Grey baked enamel harmonizing with office furni- 
ture. Powered with 1/20 hp motor, deep-pitched 12” alumi- 
num blade, 3 speeds, 10-ft. cord and plug, air delivery- 
3500 cfm. Price: $39.95 including Excise Tax. 


Fasco's Model 55 


Fresh'nd Aire Co., 221 North La Salle St., Chicago 1 
Model 120 Air Circulator 


@ Dimensions: Height 1642”, length 21”, depth 105s”; 12” 
propeller. A heavy, molded plastic, cabinet-type base acts 


Fresh'nd Aire Co.'s Model 120 


as a cradle for the circulator housing which is mounted on 
a horizontal axis, permitting simple directional control of 
air flow. Guard is of heavy molded plastic. Fan has three 
speeds; maximum wattage is 90; operation 115/60 AC. 
Price $42.50. Have a small, two-speed model on the same 
style as the 120, Model 90, for $32.50. Still other models 
made by this company. 


G-M Laboratories, Inc., 4300 North Knox Ave., Chicago 41 
New 10” Surf Fan 


@ Over-all dimensions: 12” x 8” x 1234”; weight 41 lbs. 
Gray wrinkle finish on base and motor housing, bright 
plated steel wire guard, bright finish aluminum blades, 
bright plated bracket and fittings. Switch on motor hous- 
ing eliminates need for disconnecting fan from wall or floor 
outlet. Mounted on a special bracket with smooth friction 
pivots so that the fan can be turned to direct air straight 
up, down, horizontally, or at any other angle in a full 360 
degree vertical arc. Motor is shaded pole induction type 
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————— 


built by G-M Laboratories for AC only. “Ultra quiet ang 
vibrationless in operation,” says manufacturer. Price $11.95, 


New 10° Surf fan of G-M Laboratories 


Howard Industries, Inc., 209 W. Jackson Bivd., Chicago 6 
Pulsaire Cool Air Circulator, Model B-5 


@ Dimensions: 18” in height with a top diameter of 18”, 
It is powered by a silent, 1/15 hp shaded pole EMC motor, 
AC, 115-volt, 60-cycle. A 12” three-blade Torrington-type 
fan delivers the fresh air. Also available in 115-volt DC 
at slightly higher price. This unit is also supplied in ma- 
hogany or walnut, at slightly lower price range. 

Three-speed switch for varied air output. Model shown 
comes in blonde bleached mahogany, has a glass top. Price 
including Fed. Excise Tax is $54.95. 


Howard Industries’ Model B-5 
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lig Electric Ventilating Co., 
2850 N. Crawford Ave., Chicago 41 
Model 203 Iigwindow Fans 


@ Dimensions RA203: Max. height, measured from floor 
to bottom of fan guard) 40”, min. height 25”; width 21, 
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WARM WEATHER 
EQUIPMENT 


depth 13!2°. Guard dia. 20°. Dimensions DA203: 
9315”; width 24”; depth 912”; guard dia. 20”. 

The RA203 Ilgrollaire is adjustable in height by means of 
a simple hand control; no tools are required. Light and 
compact, it can easily be moved on its rollers. The DA203 


—_—_— 


Height 


Ilg Eleciric Ventilating DA 203 


Iigdualaire type is a double purpose fan. It is furnished 
with a safety chain for use as a window fan. Can be used 
in any size or type of window. The DA203 Ilgdualaire can 
also be placed on the floor and easily pivoted on its stand 
to blow vertically up as a circulating fan. Both fans are 
equipped with two speed ball-bearing, rubber mounted 
motor, controlled by a pull-switch. The fans are finished in 
an attractive enamel and equipped with cord and plug. 
Regular Ilg appliance discounts apply as on price bulletin 
A2428. 


Kisco Co., Inc., 39th & Chouteau, St. Louis 10, Mo. 
Adjusto-Air Circulair 


@ Dimensions: 18” dia. x 18” high; all-steel. 
baked ename! finish. 
blade. 


Satin gray 
lg hp motor, 14” Vairified air impeller 


Kisco Co.'s Adjusto-Air 
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Horizontal blade picks up cool floor level air which | 


Nothing like 


a breeze! 
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Oscillating 
| _ Air Circulator 


eS 
“5 | 2450 List, incl. tax 
ail (Counter or wall 
model, $107.00) 
The finest circulator of all; adjustable 
for either 45° or 90° oscillation, or 
stationary use. If oscillation is obstruct- 
ed, the exclusive Surf safety release 
keeps fan from tipping over. Ultra-quiet 
24-inch blades. 3 speeds. NEMArated, 
7000 c.f.m. Underwriters’ approved. 


% 


‘iti 
" ‘ ‘ i ; 
5q]95 List, incl. tox 


A real beauty; more compact, more 
versatile than any 10-inch fan on the 
market. Moves 500 c.f.m. with quiet, 
vibrationless operation. Adjustable 
through full 360° vertical are for all- 
direction efficiency, without draft. 
NEMaArated. Underwriters’ approved. 


Sef | 


Get full details 
from your whole- 
saler, or write: 


. Baca 
gisibi ae 


SEN. 


10-inch Fan J \ 


4332 North Knox Avenue « Chicago 41, Ill. 
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WARM WEATHER EQUIPMENT 


is circulated upward and cutward by the cone-like de- 
flector at top of unit Also utilizes special patented tilting 
feature to concentrate more air wherever desired. Three 
speeds. Displaces 6200 cfm at high speed. Price $59.95, in- 
cluding Fed. Excise Tax. 

Also have new Washed-Air Cool-Circle-Ator. Air is 
drawn in at back of unit. carried through metal filter where 
it is cleaned and cooled and then circulated out into room. 
Price $64.95. Other models, too 


Lau Blower Co., Dayton 7, Ohio 
P-18 Portable Fan 


@ Dimensions, 22” square. depth 711/16”. Air delivery 
1.800 cfm. Net weight 25 lbs. Vibration-free, light, com- 
pact. Has carrying handle; 10-ft. extension cord and plug 


Lau Blower Co. Portable Fan P-18 


Has 3-speed motor—quick adjustment in air delivery. Legs 
fitted with soft rubber pads. Front and back guards for fan- 
wheel. Can be placed in any position—on floor, table, etc. 
Has adjustable, removable plastic side expanders, fitting it 
for any window. There are other Lau fans and blowers. 


Le John Mfg. Co., Huntington, W. Va. 
No. HF12-1 Circulator 


@ Height 14”, diameter 16”. Four-position switch affords 
three cool air speeds and suitable speed for warm air 
circulation. Silent, self-lubricating motor and _ nichrome 
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heating element. Blades are 12”, 27 degree pitch shielded 
by nickel-plated guards. Finished in stain resistant enamel] 


Le John also makes oscillating fans and tilt type fans, 


Robbins & Meyers, Inc., Springfield 99, Ohio 
Breeze-All Floor Fan 


@ Dimensions: 12” blade. Finish mottled mahogany plastic 
cover and band highlighted by chrome-plated die cast legs 
and ring-type stainless steel grilles. Provides complete pro- 


Breeze-All of Robbins & Meyers, Inc. 


tection against personal injury. Closely spaced rings and 
an attractive underside grille prevents fingers from reaching 
the blade and keep foreign objects out. Mounted on rubber 
and enclosed in an inverted cone-shaped column, the two- 
speed capacitor-type motor turns the blades smoothly and 
quietly. The cone provides a natural baffle to direct cooler, 
floor-level air upward and outward from the fan blades 
affecting a continuous refreshing circulation throughout the 
room. Operated on 115 volts, 60 cycles, AC; speeds: low 
1320 rpm, high 1465 rpm; output: 3500 cubic feet air per 
minute by NEMA standards; noise level: 57.5 decibils 
Price, $46.95, Federal Excise Tax included. 


Below, |. to Le 
John Mfg. Co. HEI2- |; 
Samson United Safe- 
Flex; Superior Electric 


1101-P 
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Samson United Corp., Rochester 10, N. Y. 
Model Nos. 1046N and 1244 N Safe-flex Fans 
@ Dimensions: 10° diameter and 12” diameter. Materials: 


Die cast base, metal motor covers, rubber blades. Finish: 
Light tan baked enamel finish on metal parts, blades to 
match color. Rubber blades a safety feature. Propeller 
type fan. Oscillating. Easily converted to wall mounting. 
Motor is induction type. 

Significant performance: The 1046N rpm is 1500 and will 
throw 750 cfm. The 1244N rpm is 1500 and will throw 950 
cfr. on high speed. Silent operation and safety are the out- 
standing features, says maker. 

The retail price of the 1046N is $21.95 and on the 1244N, 
retail price is $31.95, tax included. 


Superior Electric Products Corp., Cape Girardeau, Mo. 
No. 1101P, 10" Pedestal Oscillating Fan 

@ Dimensions: Base 11%” dia., heavy cast-iron. Full 
height extended, 74”, closed 47”. Tubing extension is seam- 
less steel tubing, sturdy, easy to operate adjustment screw. 
Air delivery. 500 cfm—1650 rpm. Cord is 10-ft. length. 
Motor is 4-pole, high starting torque, shaded pole type. 
with oil reservoir and felt oil retainer. Voltage 110-120 
AC only, 60-cycle. 50 watts. Oscillator has on-and-off 
control. Other models available, too. 


0. A. Sutton Corp., 1812 W. 2nd St., Wichita, Kan. 

Model 20CL Vornado Air Circulator 

@ Dimensions: 11” wide, 13” high, 8” long. All-steel con- 
struction. Gray-green baked enamel finish. Capacity 
1800 cubic feet of air per minute. Two-speed switch easily 
accessible on front of base; removable grill to facilitate 
cleaning. Vortex action. Price $29.95 


Van Dyke Industries, 2559 W. 21st St., Chicago 

Model No. 10 Van Dyke Aire Circulator 

@ This is a 10” fan, of all metal construction. Morocco 
brown and Old English finish. Swivels in any direction: 
hung in rubber cushioned swivels eliminating vibration: 
equipped with heavy-duty motor. Torrington four-blade 
impeller; quiet, sturdy; eight-foot rubber cord. Heavy 
chrome guard protecting motor front and back. The new 
Van Dyke Aire gives circulation in any direction—direct, 
semi-direct and indirect. A unit completely built for com- 
fort performance. 


Wade-Youmans Co., Alliance, Ohio 
Chrom-Ever 10" Oscillating Fan No. 48-0S-1 
@ Height 13” over-all. All-aluminum construction. Sun- 
rayed aluminum finish. Usable as desk or wall model. Os- 
cillating mechanism is totally enclosed. Oiless bearing 
motor, sturdy construction. Available in 110-220-volt AC; 
50/60-cycle or 110-220-volt DC 50/60 cycle. Aluminum 
motor case allows cool operation, giving long motor life 
Price, $14.95. 

Also have a pedestal model of this fan. 


April, 1949 


Top row, |. to r.: Van 
Dyke's Model 10; W. W. 
Welch's 11-C; and O. A. 
Sutton's 20CL Vornado. 
Right: Wade - Youman's 
48-OS-1. 


W. W. Welch Co., Glenn Bidg., Cincinnati 2, Ohio 

Air Flight Circulator No. 11-C 

@ Dimensions: 15” dia., height 14”. Weight, 15 lbs. Blade 
is 12” deep pitch. Base, louvered guards and top are of 
molded plastic. Motor 1/20 hp, shaded pole type, 1500 rpm, 
50-60 cycle, 110-120 volts, AC only. Mounted on resilient 
rubber for vibrationless, quiet operation. Three-speed 
switch control. W. W. Welch Co., makes other models of 


air circulators 


Westinghouse Electric Corp., Springfield 2, Mass. 
24CB3—24" Whirlaire Ceiling Fan 


@ Over-all dimensions: 2612” wide, 174s” deep; 24” blade 
diameter. Fan supplied with threaded fittings for %4” 


A Westinghouse Fan. 
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standard conduit (conduit pipe of desired length to be sup- 
plied by purchaser). Two-speed, non-oscillating 44-hp, 
split-phase induction type motor. Electrically-welded rolled 
steel frame with cast-iron bearing brackets. Guard of two- 
piece construction, electrically-welded or drawn steel wire. 
Front half easily removable without tools for cleaning 
blade. Ceiling attachments or leg screw hanger bolt, mal- 
leable iron hickory and ceiling canopy included with fan. 
Blue-grey baked-on enamel with chromium trimming. 
Four wide-area, ultra-quiet Micarta blades, each mounted 
to spider with five rivets. Spider electrically-welded to 
steel hub, complete blade assembly put in perfect balance. 
Combination 6-8 pole, distributed windings with high- 
resistance, starting winding. Entire field assembly dipped in 
insulation varnish and baked. Squirrel cage type motor. 
Two-speed quick “make” and “break” type switch; 115 
volts, 60 cycles, 1140-860 rpm, 4500-3100 cfm; 225 watts. 

Have other models in various diameters—non-oscillating 
and oscillating types. 


Wilster, Inc., 5700 Detroit Ave., Cleveland 2, Ohio 
Model No. 220 Strato-Liminator 


@ Over-all measurement 19”; also available Model No. 110, 
35” over-all. Made of steel. Silver gray and neutral bronze 
baked enamel finish. 

Spun metal with suspension springs and rubber mounted 
motor, eliminating vibration noises. 

Automatic, thermostatically controlled and variable speed 
rheostat control. Air circulation without draft for comfort 
in warm weather and distributing excess wasted heat from 
ceiling area giving uniform room temperature when arti- 
ficial heat is used. 


Wittie Mfg. Co., 1414 So. Wabash Ave., Chicago 5 
Aire Force Oscillating Fan No. 130 


@ Two-speed, 12” diameter blades. Verified blades, chrome 
plated guards. Hammerloid in pleasing tone colors. Slip 
clutch for oscillation. Oscillating mechanism will disengage 
automatically if oscillating arc is obstructed. Price, $34.95, 
tax included. 


Water Coolers 


Copeland Refrigeration Corp., Sidney, Ohio 
Model PB-10 Water Cooler 


@ Height over-all, 43”, 16 3/16” square. Heavy-gauge sheet 
steel mounted on rigid, welded steel frame. Front panel 
can be removed if ever necessary. Top and drain assembly 
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The Wittie Aire Force No. 130; Wilster Model 
220; and Copeland's PB-10 water cooler. 


of polished 18-8 stainless steel. Cooler and storage tank 
made of 18-8 stainless. Cooling efficiency is greatly in- 
creased, manufacturer says, by specially-designed inlet tube 
which directs the flow of water against the refrigerated 
surface. An alloy dip bonds the copper refrigeration coils 
to the outside of the stainless steel tank. Possibility of 
trapped air in the system eleminated because water is di- 
rected to the bottom of the cooler and leaves from the top. 
Original storage tank design prevents cooler damage in the 
event of an accidental freeze-up. Cooler and storage tank 
are sealed in an insulated cabinet, thoroughly protected 
against moisture. Has pre-cooler—made of non-corrosive 
materials. Condensing unit has 1/6 hp motor for use on 
110-volt, 60-cycle, 1-phase current, using Freon 12 refrig- 
erant. Oversize finned-tube condenser is cooled by a 
separate fan and motor assembly. Meets all National Bu- 
reau of Standards requirements. 


Cordley & Hayes, 443 Fourth Ave., New York 16 

Electrical Water Cooler Model M-10 Pressure Bubbler Type 
@ Dimensions: 16 3/16” square by 40” high. Has 18-8 stain- 
less steel top; 19-gauge electro-galvanized steel and bond- 
erized cabinet. Electro-galvanized steel housing bonderized 
and sealed with permagum to provide fully vapor-proof 
and vermin-proof sub-assembly for tank and _precooler. 
High quality resin finish with metallized pigment baked 
in to provide Hammerloid gray appearance. Removable 
panels. Deep basin with splash guard. Sanitary bubbler 
and adjustable water pressure regulator fully enclosed in 
bubbler nozzle housing. Sweating prevented in housing 
for tank and precooler by ground cork insulation pre- 
settled during packing. Maximum cooling by waste water 
saves 55 percent of the power otherwise required. Rustless 
cold water storage tank of 20 gauge 18-8 stainless steel. 
Ready supply for quick draw from one gallon storage ca- 
pacity in addition to normal cooling capacity. Adjustable 
temperature control. Flush plumbing connections are 
anchored to avoid being twisted when connections are made. 
Refrigeration cost reduced by generously sized condenser. 
Plumbing installation costs reduced by pipe connections 
which save extra fittings. Less than 28 watts per gallon 
per hour required for normal operation. Less than 19 watts 
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to keep water continuously cooled. Complete refrigerant 
system hermetically-sealed. Moving parts lubricated for 
life. Overheating protection provided by flow of cool re- 
frigerant vapor over compressor-motor windings. Generous 
sized condenser insures safeguard against overload. De- 
livers 15 gallons per hour with 80 degrees F. room tempera- 
ture and 90 degrees F. inlet water-cooled to 50 degrees. 
Equipped for bubbler, glass filler or remote fountain. 


Ebco Mfg. Co., 401 W. Town St., Columbus, Ohio 
Oasis Model OBR-S Water Cooler 


@ Dimensions: (Cabinet size, over-all) Height—4554” (Less 
Bottle), width—15%4”. Depth—15%4”. Serves 6 to 8 people. 
Electrical requirements, 110 volts, 50-60 cycle, single phase, 
alternating current only. Shipping weight, 140 lbs. approxi- 
mate. Cooler meets all the requirements of Commercial 
Standard CS-127-45, Size 3, Bottle Type, as issued by the 
U. S. National Bureau of Standards. 

Cabinet, modern styling conforms to any setting. Made of 
heavy gauge, galvanized and bonderized steel; resists rust 
and corrosion. Strong, welded construction. Lower front 
panel is removed quickly for easy access to condensing unit 
compartment. Finish—Oasis opalescent lacquer. Top—Oasis 
brown vitreous porcelain enamel on steel. New bottle gasket 
of gray Geon extruded plastic is odorless and does not affect 
taste of water. Base, heavy gauge galvanized and bonderized 
steel to withstand rust and corrosion. Finish—durable black 
baked enamel. Front recessed for toe-room. Waste Re- 
ceptacle: Exceptionally lightweight, lift-off type drip tray 
of cast aluminum, finished in the same Oasis brown opa- 
lescent lacquer as the cabinet. Controls, cold control knob 
is located on the back of the cabinet in the upper right 
corner for easy access. Compartment temperature main- 
tained at 35-38 degrees F. and freezing ice cubes are all 
accomplished with one non-adjustable capillary tube con- 
trolling the liquid refrigerant flow. Condensing unit, Oasis 
hermetically sealed; Freon-12 refrigerant. Large finned-tube 
condenser, cooled by natural convection. Has an exclusive 
design additional condenser which removes excess motor 
heat by cooling the oil. Quiet, efficient, and operates on a 
minimum of electric current. Price: $275. Have other 
models of varying capacities. 


Fedders-Quigan Corp., Buffalo, N. Y. 
Water Cooler, Various Types 


@ Make a full line of electric water coolers in both the 
“Open” and “Hermetic” type with air cooled and water 
cooled condensers—bubbler and bottle type models. “ ‘Open’ 
models are available in an unlimited range of electrical 
characteristics to meet the particular requirements of any 
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Cordley & Hayes’ M-10; Uniflow Mfg. Co.'s SC-10; and 
Frigidaire's PR1020-K. 


potential user,” says manufacturer. All pressure type models 
may be equipped with any one of the three different types 
of glass fillers, either the push-down, push-against, or push 
button as accessory equipment. 


Filtrine Mfg. Co., 53 Lexington Ave., Brooklyn 5, N. Y. 
Filter-Cooler (Cafeteria Unit) 


@ Custom built water dispenser featuring hand-polished 
stainless steel cabinets or Duco finish to blend with color 
scheme of any cafeteria decor. The unit can be equipped 
with bubblers and/or glass fillers on one or more sides and 
racks for glasses can be mounted at top and sides. Re- 
inforced angle-iron frame provides rigidity for interior and 
exterior construction. “Powered by a nationally accepted 


The Filter-Cooler of Filtrine Mfg. Co. 
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WARM WEATHER EQUIPMENT 


refrigeration machine,” says the manufacturer, and are 
“available in a wide range of sizes and capacities.” 


Frigidaire Div., General Motors Corp., Dayton 1, Ohio 
PR 1020K—20 Gallon Water Cooler 


@ Over-all dimensions: 45” high; occupies 2!2 square feet 
of floor space. Cooling action speeded up by utilization of 
waste cooled water. Refrigerating system equipped with 
a Meter-Miser sealed rotary mechanism. Finished in bronze 
lacquer and stainless steel top and trim. Cabinet is all- 
steel constructed and Bonderized and prime-coated inside 
and out for rust resistance. Removable front panel. An 
automatic thermostatic switch holds the cooling temperature 
within a narrow range while a Cold-Control dial enables the 
user to regulate the water temperature as desired. Freon 12 
is employed as the cooling agent. In the self-cleaning 
storage tank, a deflector forces incoming water uniformly 
against refrigerated walls, thus increasing cooling efficiency. 
The tank interior and all parts in contact with water are 
suitably protected to resist corrosion. Surrounding the 
cooling unit is a layer of insulation completely sealed in 
hot asphalt to prevent infiltration of moisture. This new 
twenty-gallon water cooler is the latest addition to Frigi- 
daire’s pressure and bcettle type water coolers. 


Left: A Westing- 
house model; be- 
low: the Norge 
Water Boy. 
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Norge Div., Borg-Warner Corp., Detroit 26, Mich. 
Water Boy—WB-150 
@ Dimensions: 22!2” wide, 15%3” deep, 14” high over-a)j 
Made of steel. Baked enamel, autumn gold finish. Built-jp 
stainless steel 5-qt. reservoir, plastic drip tray. handy, at. 
tached cup dispenser, completely hermetic, no oiling eye; 
required, and completely automatic in operation 

Water reservoir refrigerated by Norge Rollator hermetic 
cold-maker—cools up to 138 cups per hour or 3.23 gallons 
per hour. Price $144.95. 


The Sunroc Refrigeration Co., Glen Riddle, Pa. 
Super-Cooler, Model 26 
@ Outside dimensions: 18” square by 43” stainless stee! 
storage compartment 15” x 15” x 1042”. Cooler refrigerates 
the storage compartment; freezes three ice-cube trays, and 
supplies the drinking water requirements for thirty-five 
people. The exterior finish of the heavy gauge cabinet js 
a sunglow, gun-metal gray. It is topped by a hinged lid 
in black baked enamel. Ice-cube trays of flexible plastic 
enable users to pop out the cubes with a minimum of effort 
Where plumbing and waste outlets are available. the pres- 
sure type in Model 26 may be installed. Where there are 
no such connections, a second type of Model 26 can be 
selected. It is equipped with a concealed water reservoir 
which holds more than three gallons of drinking water. 
Sunroc’s super-cooler uses Freon 12 as the cooling agent. 
A hermetically sealed mechanism and static. air-cooled 
condenser eliminate belts, fans and pulleys, leaving nothing 
for the owner to oil or maintain. Price begins at $282.45, 


f.o.b., Glen Riddle, Pa. 


Temprite Products Corp., 47 Piquette Ave., Detroit 2, Mich. 
No. PB10 Water Cooler 

@ Dimensions: 16” square and 43” over-all height. Mate- 
rials used are rust-proofed, mild steel for the framework 
and panels and stainless steel for the water cooler and 
storage tank and water cooler top. Finish is a baked metal- 
base grey enamel on the cabinet and polished stainless 
steel for the top. Features are the sturdy construction of 
the frame and cabinet; ease of removing any pane! on the 
cabinet for quick service; stainless steel water storage tank 
and top, and the use of hermetically sealed refrigeration 
units. Streamlined bubbler and guard assembly permits 
not only beauty and attractive appearance but also long 
life and freedom from service. 

Introduces city water into the all-stainless steel water 
storage tank where it is cooled down to the proper drinking 
water temperature by means of a copper refrigeration coil 
bonded to the outside of the water storage tank. This coil 
is connected to the condensing unit in the conventional 
manner and continuous refrigeration takes place. The re- 
frigeration condensing unit is operated by means of a 
thermostatic control with the bulb being located in the 
water storage tank by means of a connecting well. Equip- 
ped to cool over 10 gallons of water every hour. reducing 
the temperature from 80 degrees down to 50 degrees in a 
90 degrees room. The list price of the Mode] PB10 is 
$250, f.o.b, Detroit. 


Uniflow Mfg. Co., Erie, Pa. 

Model No. SC-10 

@ Dimensions: 157s” x 1578” x 4014”. Made of stainless 
steel and porcelain (black top.) Kelvinator powered: reces- 
sed floor base; equipt with hand valve. extra fitting for ad- 
ding glass filler without removing the top; precooler boosts 
capacity; insulated with two inches of fiberglass: compart- 
ment for bottled goods and snacks. Kelvinator unit is 
hermetically-sealed. Price, $292, f.o.b., Erie, Pa. 
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Westinghouse Electric Corp., Springfield 2, Mass. 
Electric Water Cooler—Models WB3, and Others = 
e@ All models are 14” by 14” at the base; 43 7/16” high. 


The cabinets are made of furniture grade steel. All models 
are finished with blue-gray enamel baked onto the bonder- 
ized cabinet. A one-piece china top is used on the low 
capacity Model WA4A, while all other pressure type models 
have highly polished stainless steel tops. Each model is 
powered by the Westinghouse hermetically-sealed refrigera- 
tion system. Other outstanding features are automatic 
stream height regulation, foot-pedal control, convenient 
glass filler connection, removable front panel, and anti- 
squirt bubbler orifice. Accessories include a push-button 
bubbler, and three different types of glass fillers. 

The Model WB3, Bottle Type Cooler, is designed for loca- 
tions where bottled or spring water is desired, or where 
plumbing connections may not be available. It requires 
only an electrical outlet to be placed in service. The six 
pressure models are equally simple to place in operation, 
requiring in addition to an electrical outlet connection to 
a city water line and to a drain line. All pressure type 
models have connections for a remote bubbler fountain. 
Capacities are available for every application, ranging from 
3 gallons per hour to 22% gallons per hour. Both air- 
cooled and water-cooled models are available in addition 
to an explosion-proof cooler approved by the Underwriters’ 
Laboratories, Inc. 


Air Conditioners 


Carrier Corp., 300 South Geddes St., Syracuse 1, N. Y. 
Carrier DeLuxe Room Air Conditioner : 
@ Dimensions: 40” high x 34” wide x 21” deep. All-steel 


cabinet, hermetic type condensing unit, aluminum fans, 
copper plate-fine type condenser, aluminum fin-seamless 
copper tube cooling coil, replaceable-type air filter. Mar- 
resistant, two-tone brown finish. 

Completely self-contained. Insulated to reduce sound 
level to a minimum whisper-quiet. Outlet grille on the 
top of the cabinet has adjustable louvres, air may be de- 
flected as desired. Simplified, clearly-marked controls make 
the unit easy to operate either as a complete air conditioner 
or as a ventilator. One horsepower refrigerating unit— 
hermetically sealed—never requires oiling; spring and 
rubber mounted for quiet operation, compressor starts un- 
loaded, thus requiring lower starting current, compressor 
motor provided with built-in current and temperature over- 
load protection. 


Water coolers are Sunroc's Model 26 
(left), and Temprite Products’ Model 
PB-10. At right is Carrier's De Luxe 
Room Air Conditioner. 


Operates on 230-volt, single phase, 60-cycle current. 
Special models for operation on 115-volt direct current. 
Easily installed at a window or wall opening. Requires 
only a plug-in connection. Special exhaust feature for 
quick removal of smoke or odors from the room. 

Cooling capacity of 10,600 btu per hour, based on ASRE 
standards. One-ton (approximate) refrigeration capacity, 
equal in cooling effect to melting one ton of ice in 24 hours. 
Delivers approximately 400 cfm at high speed, 325 cfm at 
low speed, and 300 cfm in reverse when exhausting air from 
room. Freon 12 refrigerant, non-toxic, non-inflammable. 
Power consumption (normal), 1450 watts, 7.6 amperes. 


Fedders-Quigan Corp., Buffalo 7, N. Y. 
Console Model Room Conditioner—?/s HP. 
@ Outside dimensions are 335s” wide, 3573” high and 


185/16” deep, and accupies 41% sq. ft of floor space. The 
cabinet is provided with an expandable base to allow for 
varied window heights or wall openings and may also be 
furnished with casters to allow for easy transfer from room 
to room as may be desired in either hotel or hospital in- 
stallations. 

The new unit has a certified rating of 8500 btu, under 
standard ASRE conditions and circulates a total of 300 cfm 
of conditioned air, including up to 50 cfm of outdoor air 
for ventilation when desired. It has a pump-out capacity 
of 100 cfm. All control knobs have been concealed under 
a lift top, leaving the surface of the cabinet clear of un- 
sightly obstructions. A simple 4-way position switch con- 
trols the various fans and motors. The first position, “off”; 
the second position, “fan” operates only the evaporator fan 
for circulating the room air without cooling; third position, 
“exhaust” operates both fans on pump-out; fourth position, 
“cool” operates entire unit for cooling and re-circulating 
the room air. 


Frigidaire Div., General Motors Corp., Dayton 2, Ohio 
SRA-50 [('/2-ton capacity) and SRA-100 (3/s-ton capacity) 
Room Conditioners 
@ Dimensions—SRA-50: width, 26”; height, 1312”; depth, 
2914”. SRA-100: width, 2814”; height, 1444”; depth, 3246”. 
Welded steel cabinet bonderized for protection against rust- 
ing, cooling unit, aluminum fins, filters, spun-glass, special 
rubber seals provided to close space between upper and 
lower window sashes. Metallic gray finish. 
(Turn to next page) 
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conditioners by 


Frigidaire. 


SRA-50 equipped with a single hermetically-sealed and 
self-oiling Meter-Miser compressor in steel case. SRA-100 
equipped with two complete Meter-Miser compressors and 
refrigerating systems. Compressors mounted on rubber for 
quiet operation. Fan and compressor motors guarded 
against overload. Both units constructed as self-contained 
models, requiring only an electrical plug for operation. Will 
fit in any double-hung windows 29” by 52”. Frame in- 
cluded for mounting in window sill. Fan circulates air 
and admits up to 35 cubic feet of fresh outside air per min- 
ute for ventilation if desired (SRA-100, 50 cu. ft.). Air 
passes over cooling unit, hooked up to sealed rotary com- 
pressor operating on a conventional refrigerating cycle, and 
is diffused through a grille. Refrigerant, Freon 12. Three- 
position control for “cool”, “ventilate” and “off.” Thermo- 
static switch can be used with SRA-100, automatically turn- 
ing on additional refrigerating system during unusually warm 
weather. Cools, dehumidifies, filters, circulates and venti- 
lates rooms. SRA-50 provides cooling for rooms up to 
about 200 square feet. Conditioned air is introduced at 
rate of 185 cubic feet per minute. SRA-100 provides cooling 
for rooms up to 500 square feet, introducing the conditioned 
air at rate of 325 cubic feet per minute. 


United States Air Conditioning Corp., 
Como Ave., S. E. at 33rd, Minneapolis 14, Minn. 
Window Model Air Conditioner 


@ Over-all size 26” x 25” x 13”, with 115s” over-all depth 
extending into room beyond window pane. 


United States Air Conditioning Corp.'s window model. 


Shown in clockwise order are air 
Worthington, 
Fedders-Quigan, York, 


Worthington Pump & Machinery Corp., Holyoke, Mass. 
Models SCY-350 (3 ton capacity) and SCY-550 [5 ton 
capacity) 

@ Length of No. 350 37”, width 20”, height 83”. Length 
of No. 550 48”, width 22”, height 90”. Steel cabinet, recipro- 
cating compressor, motor, fan and motor, cooling coil, con- 
denser, discharge grille. For use within the conditioned 
space or for remote use with duct work. 

Durable, plastic baked enamel finish—light grey hammered 
finish which will harmonize with most interior decorating 
schemes. Mar and scratch-resistant, may be washed and is 
easily dusted. All-steel parts are bonderized and coated both 
inside and out with highly resistant primers, baked on. 
Electrically welded steel cabinet, hermetic motor-mated 
compressor (minimum of noise and vibration) removable 
panels, adjustable discharge grilles, may be used either in- 
side air conditioned space, or with duct work. Water reg- 
ulating valve is standard equipment. Requires only water, 
drain and electric connections. Provides cooling, dehumidi- 
fication, ventilation, circulation (and heating if desired) of 
air. Refrigeration cycle consists of reciprocating compres- 
sor, cooling coil and condenser. Freon 12 is the refrigerant. 


York Corp., York, Pa. 
Yorkaire Room Conditioner, Model 22, 3/4 HP 
@ Requires but a small amount of window area. Two-tone 


enamel finish of beige and gray. These units perform all 
the functions of air conditioning; they cool, dehumidify, 
ventilate, filter and circulate the air. Quiet operation within 
the conditioned space is assured by the spring mounting, 
the cooling system, and by soundproofing the interior casing. 
Four-way air deflection of supply air is provided by turn- 
ing the outlet vanes and adjusting the inside grille dif- 
fusers. Positive condensate r:moval is accomplished without 
the use of a drain. Condensed moisture ‘is evaporated into 
the condenser air stream by means of a slinger wheel inter- 
posed between condenser fan and condenser. Manufacturer 
claims that an important feature of this unit is that it filters 
the recirculated room air as well as the outside air. 
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for photocopying. It cuts production costs 
_and at the same 
time assures 


improv ed results. 


Kodag raph Contact Paper 


Results . . . new to photocopying. Your office 
work is reproduced in dense photographic blacks, 
clean whites . . . every detail sharp and clear. 
Furthermore, your Kodagraph Contact prints 
have a high-quality, Kodak-made paper base 

... that will not buckle or curl... that adds to 
your convenience in reading, filing, mailing, 

or binding. 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. 


“Kodak” is a trade-mark 


You can start working wonders 
—from a budget point of view— 
with your present contact 
photocopy machine. Start. . . 

by simply using low-cost 

Kodagraph Contact Paper 

... created by Kodak specifically 


——— — — — — — — — — — — — - — 5 


ZO 


Economies . . . new to photocopying. 
Kodagraph Contact Paper has wide 
latitude . . . which eliminates the need for 
split-second timing in exposure and 
processing. And its great uniformity —from 
sheet to sheet, package 
to package —allows 
high-speed production 
without time-outs for 
trial and error testing. 


See the difference yourself... the savings, 
the improved results that are yours when you 
start using Kodagraph Contact Paper in your 
present machine. 


A new, illustrated 
booklet describes the 
advantages in detail. 
Write today for “The 
Big New Plus.” It’s 
free. 


Eastman Kodak Company 
Industrial Photographic Division 
Rochester 4, N. Y. 

Please send me a free copy of “The Big New Plus”— your booklet about 
Kodagraph Contact Paper and the other papers in this great new Kodak 
line. I have ( contact printer 1) direct process (1) blueprint equipment. 


Name 


(please print) 
Department 


Company y ” 


ye 


, 


Street q 
bi —_ “Kodak @ 
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| Air Conditioning 
(From page 34) 


We will not attempt to discuss all the numer. | 
ous types and systems of air conditioning equip. 
that are currently available, but endeavor to covey 
in non-technical language in so far as possible 
_ some of the well known systems that are in oper 
ation. We will try to deal with this as briefly ag 

possible and then enter into certain economic 
phases of the problem so that the reader cay 
justify in his own mind whether or not the 
expense involved is justified by the results 
obtained. 

Air conditioning involves the use of a cooling 
medium. The great majority of air conditioning 
systems usually resort to some artificial method 
of cooling; namely, mechanical compression and 
absorption machines. 

The cycle of the mechanical compression refrig 

eration method starts with a liquid refrigerant 
which in evaporating extracts heat from the medi- 
um being cooled. The refrigerant gas is they 
compressed to a higher pressure and correspond- 
ingly high saturation temperature. At this 
higher temperature the gas will again condense, 
surrendering up heat to the condensing water or 
air. 

Although the cycles of all compression systems | 
are similar, there are certain mechanical modifi- 
cations which serve to distinguish the equipment 
characteristics when different methods of com- 
pression are used. 

The absorption refrigeration cycle is a basic 
eycle which has been known for many years, but 

has recently been modernized and adapted for 
e : air conditioning. In addition, it offers the possi- 
bility of employing low pressure steam as a main 

source of energy, which in comparison with the 

WHY? He sits all day in a amount of electric power normally consumed 
STURGIS POSTURE CHAIR! A Sturgis brings about a substantial economy. One of the 

takes the work out of sitting by en- chief advantages of this cycle is the absence of 


couraging the erect, healthful posture any moving parts except a pump and the conse- 
; quent ease of operation and maintenance. 
that defeats fatigue. 


= Sturgis Posture Chairs can make Burlington Mills’ installation 

a you and your office people feel The air conditioning system recently installed 

ca : better and work better. on the fourth floor of the Empire State Building 
a | Our interesting new booklet, ‘The in New York for the Burlington Mills Corpora- 
is -, : High Cost of Sitting”, tells you how tion offices, which was briefly described in the 
to improve office efficiency. Write March issue of OFFICE MANAGEMENT & EQUIP- 
| taday Sor your tres cage. MENT, employs the absorption refrigeration cycle. 
The equipment delivers 4,800,000 cubic feet of 
conditioned air per hour to the occupied office 
space, which has an area of 77,000 square feet, 
through four fan units selected to deliver 1,200,- | 
000 cubic feet per hour each. This delivery is 
POSTURE CHAIR CO. designed to give an average of ten air changes 
Sturgis, Michigan per hour. Considering the enormous volume of 
conditioned air that is moved daily, apparatus 
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main 
: GIW’s Visible Record Equipment! 
umed S ISI e ecor quipmen * 
f the 
ce of Know at a glance the important facts and figures about your business! With 
= G/W’s amazing visible record equipment, you can tell the condition of your 
inventory, sales standing, production lags, profit leaks...and, at the same time, 
cut the cost of filing and record-keeping by as much as one-third. This equipment 
alled is built to give a lifetime of dependable service, so don’t wait any longer to con- 
ding } sider its value to your business. 
)0Ya- 
- the CALL OR WRITE FOR DETAILS 
QUIP- Get more details Today, by calling your local G/W dealer, or write GLOBE- 
yele. WERNICKE CO., System Division OM-4, Norwood, Cincinnati 12, Ohio, for a 
t of FREE descriptive Folder. 
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Put this 
“BEST SELLER” 


to work... it’s yours 


-oo PREE! 


Here's a really practical book that will 
help you keep your office equipment rolling 
easily and smoothly . . . and help you 
protect your floors against damage. 

It’s Bassick’s Floor Protection Equipment 
Catalog . . . and it’s packed with vital 
information that will help you to order 
the right Bassick product for your needs. 
Bassick 


ot casters 


the world’s largest manufacturer 
has a broad line of floor 
protection equipment that will fill your 
needs exactly . . . and this catalog makes 
ordering easy. 


SEND TODAY FOR YOUR COPY 
...at your local Bassick supplier's 
... Or write direct to: THE BASSICK 


COMPANY, Bridgeport 2, Conn. 
Division of Stewart-Warner Corp. 
In Canada: BASSICK DIVISION, 
Stewart-Warner-Alemite Corp., 
Ltd., Belleville, Ontario. 


OFFICE MANAGEMENT AND EQUIPMENT 


noise is practically negligible and in no way inter. 
feres with the acoustics of the treated space. This 
is merely an example which demonstrates that 
the selection of apparatus, its location to the 
treated space, and the construction of the appa. 
ratus room are important considerations. In this 
particular application, the mechanical and strye. 
tural characteristics of the building, which was 
erected eighteen years ago, dictated many of the 
design details without, of course, influencing the 
all-important requirement of having a system 
that will perform its functions successfully over 
a period of many years. 

There are various types of air conditioning 
systems that are applicable to office buildings, and 
they may be classified as central station and uni- 
tary systems. Between the two extremes of the 
portable room unit type system and the large 
central station plant are many systems possessing 
some of the characteristics of each. 


Central station system 


In a central station system the functional 
elements are separately selected and the ducts are 
specially field-fabricated to fit a tailor-made job. 
This type of system includes one or more of the 
following functional elements: hot water or steam 
coils for pre-heating, reheating or tempering; 
chilled water for pre-cooling or dehumidifying; 
dehydration equipment; fans and drive; spray 
equipment for humidifying, dehumidifying or air 
washing; air cleaning equipment, and actuating 
and responding controls. These elements are 
connected by sheet metal air ducts, piping, and 
electrical wiring to make up the complete system. 

In considering the economic phases of a forced 
air heating, ventilating, or air conditioning in- 
stallation, the duct system plays an important 
part. In a conditioning system it has been gen- 
erally estimated that the cost of ducts represents 
about one-quarter of the total investment. In the 
matter of automatic controls for air conditioning, 
experience has shown that the most practical con- 
trol systems are simply designed and as such 
require a minimum amount of adjustment, main- 
tenance, and service. We are all aware of the 
varying amounts of dust and dirt in large cities 
in particular that are kept in suspension by air 
movement or other agitation. It is obvious, there- 
fore, that adequate filtering through the 
conditioning apparatus within the building is a 
prime requisite. The selection of an air cleaning 
device for a given service depends upon the air 
volume being handled, dust and dirt concentra- 
tion, operating conditions, maintenance facilities, 
and the question as to how much the owner wants 
to spend for his filtering system. Manufacturers 
of air filters are constantly improving their prod- 
ucts to obtain better cleaning efficiencies at lower 
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your secretary 


What if 


a 


your job? 


You can bet “‘vour P.A. job" she'd know 
what carbon paper to buy because she’s an 
expert. 

She realizes that the right choice of carbon 
paper is vitally important to her efficiency. 
Chances are she prefers Webster's Micro- 
metric Carbon Paper — the only carbon pa- 
per with the numbered scale. It warns her 
when she approaches the bottom of a page 

. assures neater spacing of letters . . . re- 
sults in faster work. Micrometric’s “‘clipped 
corner’’ permits easy removal and_ keeps 
hands clean. 

Yes, Mr. P.A., your secretary would buy 


Micrometric because it costs no more than 


any other quality carbon paper. Besides, it 
helps her do a better job for vou. 

Factory warehouses from coast to coast 
mean quick delivery of Micrometric and other 
Webster products to over 2000 dealers — and 
to vou. So order ‘‘Webster’s’’ the next time 
vou want carbon paper or typewriter ribbons; 
duplicating carbon papers and accessories; 
ribbons and carbons for Elliott-Fisher, Ad- 
dressing, Adding and International Business 
Machines. Consult vour nearest dealer, or 
write to F. S. Webster Company, 9 Amherst 
Street, Cambridge 42, Mass. Warehouses in 
New York, Philadelphia, Pittsburgh. 


Detroit, Chicago, San Francisco. 


Better buy... 


WEBSTER’S 


MultiKopy 


Micrometric Carbon Papers 
and Typewriter Ribbons 
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ABOVE: 


LINK MATS made of colorful solid rubber, are made by the 


Sterling Rubber Products Co., 109 West College St., Los An- 


geles. 


Especially applicable to installation in entrance ways, 


elevators, and hallways, the mats can be made to order in any 


shape and size, in seven color variations. 


Easy to clean, the 


mats have solid rubber corrugated links, color fast. 
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More New Things 
In The News 


Moce§ fowlern. 
OFFICE FURNITURE 


ABOVE: 


BUILDING DISPLAY located at one of the largest railroad 
traffic thoroughfares in New York, is this one built for Macey- 
Fowler, Inc., 385 Madison Ave., New York, office furniture house. 
Display utilizes the entire width of a 50-foot warehouse at 120th 
St. where 600 daily trains, carrying over 50 million passengers 
yearly, pass. Display, with a glass front manufactured by the 
United States Invisible Glass Co., New York, is set at eye level 
with the trains, and since most of them pass the window slowly 
in order to stop at the 125th St. station, a maximum of attention 
is assured. Illuminated from 8 a.m. to midnight, the display 
will be changed every two weeks. 


ABOVE: 


FIRST ROYAL GOLD TYPEWRITER is presented to General 
George C. Marshall, left, former Secretary of State, by W. W. 
Chaplin, NBC commentator and president of the Overseas Press 


Club of America. 


Presentation of the 18-kt. gold machine was 


made at the Club's banquet, at which Marshall was quest of 


honor. 


Royals new typewriter, most of which is hand made, is 


a combination of gold and black, with the owner's name or 
initials inscribed on a gold name plate. All fittings on the brown 


fabric carrying case are also finished in gold. 


Machine will 


come with a personalized type face, selected by the buyer. It 


costs approximately $150. 
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Five Different Drawer 
Arrangements Available 


April, 1949 


Dog-ears, rips and tears simply don’t happen when valuable 
plans, blueprints and tracings have the perfect filing protec- 
tion of STEEL AGE Sectional Plan Drawer Units. Designed 
after consulting with dozens of leading architects, engineers, 
draftsmen and production managers, these top-quality 
STEEL AGE units have special refinements that offer a new 
standard of protection and efficiency in plan files. 

Rear hoods and front compressors keep papers flat and 
neat. Each drawer glides smoothly and quietly on rollers. 
Sturdy electro welded construction assures a rigid case and 
smooth operation of drawers, even when stacked high and 
heavily loaded. High grade cabinet work reflects charac- 
teristic STEEL AGE quality of construction. 

Units are available in three overall sizes: 36" x 24", 42" x 30" 
and 48" x 36". Drawer units are available in five-drawer size 
only, but drawers are made in five interior styles, as illus- 
trated. @ Send today for new illustrated folder which gives 
complete information and specifications on STEEL AGE 
Plan Drawer Units. 


_ CORRY—JAMESTOWN 
MANUFACTURING CORPORATION « CORRY 
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over-all cost to the owner, and it will be foung 
that the ultimate in air filtering is commercially 


weet ad chew attainable. 
& ) a ¢ 7 The refrigeration and conditioning apparatus 
’ | of a central station system is usually located jn | 


read the basement, roof penthouse, or on one of the | 
intermediate floors if the structure is tall. If the 

| entire building is to be air conditioned at one 
— Produce Resu ts time, provisions are made to carry chilled water 
through conduits, usually located at outside ¢ol- 
umns, to each floor, where a central fan apparatus 
is used to distribute the cooled air through the 
duct system, where zoning and distribution js 


Get up to 600 letters per day 


with one typist! completed to satisfy the particular application. 
Sales promotion, delinquent account solicitation, The refrigeration and conditioning equipment 
routine, inquiry, reply, and stockholder letters as can also be located on any one floor of the building 
o well as many others can be produced in quantity serving one or a limited number of floors at a 
a and made really effective with Robotyper. time. In this type of installation, the apparatus 
— room space available usually influences the selec- 


tion of equipment, since the rental or useful value 
of the space brings the problem back to economics 
which can be evaluated. In other words, con-  } 
venience of apparatus location may be a determin- 
ing factor in selection. The matter of con- 
venience also involves servicing and maintenance 
which may be, and usually is, related to operation 

of other mechanical equipment. 


Investigate 
this modern 


equipment 


today. 


The typist inserts the sheet, types the salutation 


and pushes a button. The result is perfect letters Unit systems 
all typed on the same machine with the same 
touch with salutations and body copy matched. In the classification of unit systems it is evi- 


dent that many combinations are possible, merely 
by the inclusion or exclusion of functional ele- 


| Typist can do other work while the machine oper- 
| ates at triple speed or one girl can handle as many 


al as six machines. ments. : ° 

Fink Some of the unit systems applicable to office 
ao: buildings are floor-mounted units, suspended 
_— , . units, and self-contained room air conditioners. 
e Representatives 


- in all important | The floor-mounted and suspended units subscribe 
——— » cities. to certain requirements to make them acceptable. 
eek one > The air treating elements of these units embody 
atten) : the general design of the same elements used in 
built-up systems with appropriate space and | 


dimension modifications. 

Self-contained room air conditioners are also 
known as portable units, since the electric, water, 
and drain services can be disconnected and the 
unit shifted to another location, if it is so desired. 
Briefly, the self-contained room coolers include a 
fan, fan motor, replaceable air filters, refrigera- 
tion compressor, and cooling coil, contained with- 


Robotyer in a sound-proof decorative enclosure. The room 

Corporation temperature may be either manually or thermo- 

Detroit 34 statically controlled. With this type of unit, the 

| Michiges existing heating system is not disturbed. 

These units serve the purpose of summer cool- 

| ing only, and are used in a few individual offices 

& a scattered throughout a building for relief from 

ie the scorching heat and humidity of summer. They 
may also be used to advantage for cooling rooms |} 

or offices located in inside areas which are other- 
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Here’s How You Get 


ne More Work in Less Space, 
ot} Better Work from 
= the Same Staff 


nent with Contemporary 
at a Wood Office Furniture 
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rt P \ay- ° 
1 o ot 
- Aiustabl Height reduces he will Call on hint or working | 
ody fatigue, accomodates desk ont offic e™ -ou re over 
; too — e ce i€ on yo 
in to most comfortable work- ff er woot - 
“a ¢ ing position. ve orking ove © ComMMER 
‘ e no ©» Desk URNITURE - 
: | you T . Creme? o we “fe 7 LMPeRin’ 
i TE, Bian DESK rox DESK Crow CHAM sree PE eoroud 
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2 a 
ra- Softone Finish cuts down 
th- eye strain, blends hand- 
vad somely with contemporary 


decoration. c 


ae a cere age ee S| —— LLL 
he - =, | 
- { 7] : ee FREE! “How To Plan for a More Efficient Office” 
s —helpful new booklet showing how contemporary wood 

\ ; ie = : office furniture can make your office more productive. 
ol- = = Simply attach coupon to your business letterhead. 
eS = i aa Office Furniture Institute 

‘ Suite 23 

ym Sy “ 73 Kieventh St., N.W., Washington 1, D. C. 
ey ‘ a d z i Send “Efficient Office” booklet to: 
na " Space Saving Sizes Modern Posture Chairs Streamlined Designs Name . 
; Smaller overhang min¥ step up office output, re- eliminate sharp edges,! Address I 
T- mizes unused areas, re- duce physical discomfort, protect hosiery and | City Zone State ics, ! 
. uces waste. bolster morale. clothing. L a ee ee ee ees cee ee es ee ee ee ee ee oe oe =! 
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Broken points, pieces 
of wood when pencil 
is scraped, not shaved 


Before you order, get convincing 
proof that Apsco gives you best 
value for your budget dollar! 


You be the sole judge! Check the 
shavings from your pencil sharpen- 
ers. See the smooth, even shavings 
which result from Apsco’s exclusive 
processes in making case-hardened 
(for long life), razor-sharp cutters 
with the special “under cut” feature. 
Note the absence of bits of lead— 
Apsco has a positive metal pencil 
stop that safeguards points. Think 
what this means to you as you get 
far more points per pencil, with less 
time and effort. Then call your favor- 
ite dealer or write us for his name 
—get quotations on Apsco—there 
are models to meet each one of 
your needs from the world’s largest 


Uniform, fine shavings 
from Apsco’s “hon 
to a razor-sharp edge” 
cutters. 


manufacturer of pencil sharpeners. Apsco “Premier Apsco “Giant’’ 


- ' 
my 
PASTE ON PENNY POSTCARD AND MAIL TODAY 
— a ee a a A A ce ee ce ee ce ee 


Firm 
Individual 
Address 


City 


AUTOMATIC PENCIL SHARPENER CO. 
1821 Eighteenth Ave., Rockford, Illinois 
(Sales offices also in North Hollywood and Toronto) 


(J Send literature and name of nearby Apsco dealer. 


Title 


. State 


~~ 
Lad 
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| 


' wise untenable during the summer months. With 
this type of unit, maximum flexibility for tenant 

| changes and progressive installation is obtained, 
They may also be installed quickly with minimum 
annoyance to tenants during installation. The 
economic importance of this type of equipment 
is generally recognized because volume prodye. 
tion and elimination of many items of installation 
cost result in a substantial lower first cost to the 
buyer with limited funds at his disposal. 

(To be concluded in May) 


lling Producti 
Controlling Production 
(From page 38) 

4. Verify operator, on receipt of the batch, enters the 
start time. She verifies the punches on the card 
against the data called for on the source document 
and notes the number of key punch errors, if any, 
on the space provided at the bottom of the form. 

5. Key punch supervisor on return of the batch of work, 

records progress on the chart for the key punch and 
verify operations, as already described. 
Twice during the day and at the end of the day, 
she checks with all the operators to get the progress 
of work not yet completed and enters this informa- 
tion on her charts. 

If some operators become overloaded because 
of rush of work, or get behind schedule for other 
reasons, the planning chart will clearly show this 
by the relation of progress to schedule. It will 
then be a responsibility of the key punch super- 
pervisor to do one or a combination of the follow- 
ing: 

a) Transfer the work from an overloaded op- 
erator to one who is loaded more lightly. 

b) Transfer work behind schedule to an oper- 
tor who has available time. 

c) Work overtime. 

d) Start a second shift (full or partial depend- 
ing on conditions) or acquire additional machin- 
ery if the overload becomes continuous. 

(To be concluded in May) 


Kaiser Elected Vice-President of CC 

At a recent meeting of the Commercial Controls 
Corp.’s board of directors held in Rochester, New York, 
William J. Kaiser, general works manager, was elected vice- 
president. 

In announcing the new officer, Charles R. Ogsbury. presi- 
dent, stated that Mr. Kaiser would continue to function in 
his capacity of general works manager. 

Before coming to Rochester, the new vice-president had 
over ten years’ experience in various capacities with Inter- 
national Business Machines Corp., and the Mattatuck Mfg. 
Co., Waterbury, Conn. 


Benbrook Appointed Research Director 

C. H. Benbrook has been appointed director of re- 
search and development of the Ozalid Division of General 
Aniline & Film Corp., 230 Park Ave., New York. In this 
capacity, he will also assume full responsibility for quality 
control of the division’s products. 

Mr. Benbrook, a graduate of the University of Nebraska, 
joined the organization of the American Cyanarnid Co. as 2 
research chemist in 1933, and was associated with that com- 
pany until 1943 when he came to the Central Research Lab- 


| oratory in Easton, Pa 
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Taylor 


Harmonious Styling * 
will Wera Com fort, _ * 


Try this chair at your own desk—it’s built 
for really Comfortable-Posture. Seat is soft 
foam rubber over springs. Has Taylor Ex- 
clusive Follow-Through back generously 
cushioned and contour- 
ed to fit the body. Here's 
Comfort. so ask your 


Taylor dealer—or write 


factory. 


es i 7 


TheTauylor Chair Company 


: 1 
; ! 
I p 

: Please tell me where Lean see this Ultra Comfortable € hair. 1 
\ Name ! 
i 

i 


LEDGER 
SHEETS 


The same fine quality 
papers —the same ac- 
curately ruled forms — 
are now available at 
quantity discounts on 
your own selection of 
rulings from our large 
assortment of Ledger 
Sheets. The coupon be- 
low will bring you the 
complete descriptions of 
all rulings . . . PLUS 
full discount informa- 
tion. 


COLUMNAR FORMS 


Ideal for Statistical Analysis 
or General Accounting, Ruled 
in Brown and Green on 
heavy White or Buff ledger 
paper. Line numbered for 
easy posting, 


COLUMNAR PADS 


Widely accepted as the stand- 
ard. Buff bond paper with 
a non-glare finish. Ten 
standard forms, pen ruled 
in Brown and Green to 
minimize eye strain. Also six 
popular rulings of Account- 
ants Work Sheets. 


Complete descriptions of these forms and 
rulings are in the newly revised supple- 
ment to Catalog “J”, Business Forms and 


Accounting Systems. Mail the coupon 
below for your copy of this booklet. No . 
obligation, of course! 


The C. E. Sheppard Co,” 
Sy Yale alee. ee 


: 1 
it THE C. E. SHEPPARD CO. , 
© 01 21st Street, Long Island City 1, N. Y. ; 

| 


! 

J 

| Please send me the newly revised supplement to Catalog “4”, 
Ii together with full information about the quantity discounts you 
\ ‘offer in “Office Management & Equipment.” 


i 1 
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Tssures 
YOU INCREASED 
SERVICE AND VALUE 


WITH FOLLOWER BLOCK 
OPTIONAL 


- CARBON PAPERS” 
TYPEWRITER CARBON BILLING CARBONS — 


e -FAN-FOLD CARBON PENCIL CARBONS 
CARBON JACKETS REGISTER ROLLS 


TYPEWRITER RIBBONS TABULATING RIBBONS: | 


Addressograph RIBBONS TIME STAMP RIBBONS 
Bookkeeping Mach. Ribbons ADDING Mach. RIBBONS 


HECTOGRAPH SUPPLIES 


HECTOGRAPH CARBONS MASTER UNITS 
HECTOGRAPH RIBBONS DUPLICATING FLUID i 
Hand Cansing CREAM CORRECTION a “ 


Steel transfer cases in 
sizes—as shown—CAN 
BE USED AS A FILE. Inter- 
locking legs to assure 
sturdy stacking. Ideal for 
small offices or vaults. 
Constructed of heavy 


gauge steel to stand up 


for years. High gloss 


olive green baked enam- 
el finish. 


INSIDE DIMENSIONS OF FILES 


Width Height Length Packed 
12'/g x 103% x 24 | With or without rollers 


No. 5 Letter Size 


No. 6 Legal Size 15g x 1034 x 24 | With or without rollers 
No. I! Voucher Size 8'/, x 5% x 24 3 On Guides Only 
No. 12 Invoice Size 10 x 8 x24 | On Guides Only 
No. 14 Check Size -9 x“ 3% x24 3° On Guides Only 


No. 5B Letter Base 
No. 6B Lega! Base 
No. 12B Invoice Base 


FOLLOWER BLOCKS AND BASES OPTIONAL 
SPECIFY IN ORDER 


Write for Literature 


ae _— 


529 So. Franklin St. 401 Wood St. 270 Lafayette St. 


Chicago 7, III. Pittsburgh 22, Pa. New York 12, N.Y. I INTERNATIONAL MFG. CO. ’ 
Factory: Coraopolis, Pa. 
2511-31 WEST 18TH ST. CHICAGO 8, ILLINOIS 
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Two GOOD Reasons Why It's 


“ROBERTS ror NUMBERING” 


1. ROBERTS MODEL 49—Machine of the Century 


Roberts Model 49 has always been the most attractively 
priced, as well as the most dependable numbering machine. 
This handy, light, 3-action model meets practically all num- 
bering requirements. 


2. ROBERTS MODEL 95—Leader in 
Multiple Movement Machines 


Model 49 The 5 easily chosen and set actions of the Model 95, plus its 
List price $14.00 > . : ° 
smooth, easy operation, makes this the favorite office machine. 
Priced amazingly low. 


IMMEDIATE DELIVERIES 


ROBERTS NUMBERING MACHINE CO. 


700 JAMAICA AVENUE BROOKLYN 8, N. Y. 


Model 95 
List price $22.00 
(6 wheel capacity) 


ADDRESS BOOKS * SMOKING STANDS * BRIEF CASES * PENS AND PENCILS * CANDLES * KEY CASES 

GREETING CARDS * LEATHER GOODS + ALBUMS AND SCRAP BOOKS 

| HOUSEHOLD. PAPER GOODS 

Cl - thi a annual show + flects ~ WASTE PAPER BASKETS 

— th already evidence BILLFOLDS * WALLETS 

healthy gro" ket More varied SOCIAL STATIONERY * 

at last year a PPT TORR GEOGRAPHICAL GLOBES 

merchandise wa ‘ classification as- ARTISTS MATERIALS « 

hat thev soll see bright. ee, deed 

| veal, merchandise. SHARPENER 

MUSICAL NOVELTIES 

PLR STAPLING MACHINES 

You r Scat market at the DESK ACCESSORIES 

of the stationers FILING CABINETS 

PARTY FAVORS * CASH BOXES RIBBONS * BANKS 

CHRISTMAS TREE DECORATIONS if MAGAZINE RACKS 

DESK LAMPS * PAPER NAPKINS R ACETATE BOXES « 

OFFICE SUPPLIES * CALENDARS RM PENCIL CASES « 

BOOK MARKS + CHILDREN'S BOOKS RGE F. LITTLE MANAGEMENT—220 FIFTH AVENUE, Ne adie 

DIARIES AND APPOINTMENT BOOKS Waeeuaal _ MATCHES 
INVITATIONS AND ANNOUNCEMENTS 


sentation an 


bu vers t 
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Aptitude Tests Cut Costs 
(From page 39) 
there are the large supermarkets, where expert 
cashiers are an integral part of the success of the 
business. Obviously, mistakes in these jobs can 
be very costly, not only in a monetary way, but 
in the loss of customers. And the wrappers who 
work with the cashiers can work quickly and 
deftly or can hold up the line of people waiting 
and again produce disgruntled customers. One 
of the largest chains has all individuals being 
hired either as cashiers or wrappers tested by the 
Employment Service. This has resulted in real 
savings in money and time and increased custo- 
mer satisfaction. 
Experienced applicants 

In addition to aptitude tests which measure the 
inexperienced applicant’s ability, there are tests 
which measure the experienced applicant’s ability 
to perform on the job. There are four of these 
used by the Pennsylvania State Employment 
Service—typing, stenography, arithmetic, and 
spelling. Therefore, when an employer specifies 
that he desires an individual who is able to type 
or to take dictation at a certain speed, or that a 
specific level of accuracy is necessary, the Em- 
ployment Service is able to determine with exact- 
ness that prospective employes referred do have 
these abilities. 


It is also possible to compare applicants with 
respect to these abilities since a uniform stand. 
ard is available in the form of a test. The em. 
ployer who obtains applicants from the Pennsy). 
vania State Employment Service knows before. 
hand that they will be able to meet the require. 
ments of the job. 

To summarize, the testing program of the Em. 
ployment Service is of benefit to job seekers singe 
it eliminates waste of time in finding his proper 
niche by trial and error, spares him disappoint. 
ment and dissatisfaction with a job poorly chosep, 
makes it possible for the individual to utilize his 
highest abilities and aptitudes, and makes a gue. 
cessful career a real possibility in a shorter space 
of time. 

To the employer, the testing program should 
mean workers who are happier, more productive, 
steadier; a reduction in training and supervisory 
time, a reduction in loss and wasted materials, 
and reduction in accidents and turnover. 

To the community and nation the use of tested 
applicants should mean maximum utilization of 
our manpower resources. 


Tabakin Now With Navy Department 

Ralph Tabakin, formerly associated with R. Ralf & 
Associates, management counselors, 2900 Park Ave., Rich- 
mond, Va., is employed by the U. S. Navy Department in the 
management engineering division, Bureau of Supplies and 
Accounts, Washington, D. C. 


Soft, pink hexagonal eraser for a wide 
variety of smooth, rapid erasing and 
cleaning of paper, fabrics and painted 
surfaces. The broad sides clean large 
areas; the edges and blunt ends, smaller 
areas and lines. 


At Your Stationer's 


WELDON ROBERTS RUBBER COMPANY 
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tested | 
jon of 
+ 
e WRITES BETTER 
Ralf & 
—— ) ye WRITES SMOOTHER 
the 
ies and 
” e WRITES NEATER 
a * 
e STRONGER LEADS 
* 
* 
x * CO ) Day after day, modern office procedure 
calls for aids to smoother and more 
_ * efficient operation. Dennison answers this need 
with index tabs, mending tape, air mail and ad- 
* dress labels, paper fasteners and the 1001 
Dennison products that make work easier. 
WE SHALL 
* BE PLEASED Dennison offers you a complete line of tags, labels 
TO hae seals and other paper specialties—all designed to 
, * save time and eliminate errors. 
Dennison Goods are on sale at stationery counters 
* 
everywhere. 
ie ¢ 
NATIONAL PENCIL COMPANY RQVWVVOOYIL 


__ 220 FIFTH AVE + NEW YORK N. Y. for HOME, SCHOOL ond OFFICE 


Essential Stationery Supplies 


1949 April, 1949 OFFICE MANAGEMENT AND EQUIPMENT 77 


‘ rig ic, A J 3 i ? > = " fi 7 7 E a Sw ks 3 ee - 72a e - 
> oe 4 * . +a ¥ a a ‘pa : = " a "4 
a i Ss q a - a, >. Se =A. ¥ “ ; _: a ome * i ae jot 2 r. . z 
dare: + = Ee - x if (ee : Ga + i os ’ (aa Pe aay eo a “ in aS - 
ee - ‘ a , 3 hy ‘ ~ = : 
L ; yi 4 
OA OSORIO SI ICSI RR % 
d 
i 
cee 
q 
co Pg 
hy 
. 
BB. 
B- 
. 
. ee, a ies: _ Phat 
Y or. ce 
"ne: ad ‘ 
a) 
' 4 
i ‘. 
rr By 
t 
‘s * a >. a ‘ia s % “ \ . 2 Ne 3 Te od ae 


If You Are A Manufacturer of Office Equipment... : 


T 
§ 


- HIS | 
EAR 


For his ear is the ear of more than 10,000 executives, responsible for 
office methods and procedures, who influence or decide the buying of 
office equipment and supplies. 


That’s why OFFICE MANAGEMENT AND EQUIPMENT should be 
the keystone of your advertising program. /t picks the person you need 
to sell. Take a look at these keystone executives who are regular readers 


of OFFICE MANAGEMENT AND EQUIPMENT! 


4254 Office Managers, Accountants, Auditors, Methods Supervisors and 
Chief Clerks who directly supervise office administration and the 
selection of office equipment and supplies in the nation’s largest 
commercial, industrial and financial organizations. 


Vital prospects for you? Yes. And so are 


5746 Presidents, General Managers, Treasurers, Comptrollers, Pur- 
chasing Agents, and other important executives who exert a 
direct and often controlling influence on office administration and 
purchasing in their respective organizations. 


Meet them-—-SELL them—through OFFICE MANAGEMENT AND 


EQUIPMENT. 
OFFICE MANAGEMENT 


Speaks to the Men Who Decide the Purchase of Office Equipment 


260 FIFTH AVENUE + NEW YORK 1, N. Y. ' 
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TIME SAVING & 
SALES MAKERS 


| r 
| LE TT E R I vd G G U i D E S | Fo You don’t have to steal your office 


P 5 to retail at 
Only C-Thru modern engineering 
methods turned the trick. So simple $900 
to use that an amateur can operate 
these rigid, yet pliable transparent fora set of | 
plastic guides on sight. Complete 6 Guides 


alphabet, signs and numbers on each guide. | : : 
Sizes 1/8”, 3/16”, 1/4”, 5/16", 3/8”, 1/2”. These super-efficient, carbon -inter- 


leaved forms step up production, save +. 


help from a side-show when you use 


time, by eliminating wasteful time- 
consuming hand operations! SNAP 
SETS are now being widely used by 
many of the nation’s largest business 
and industrial organizations. 


1, SNAP SETS are multiple 
forms, with one-time car- 
bons pre-inserted, glued 
into one unit for quick 
handling, perfect register. 


2. SNAP SETS are easy to 
separate. Slight pull at 
the bound edge releases 
all copies for distribution. 


3. SNAP SETS are available 
in almost any size, any 
number of leaves, cus- 
tom-designed to your 
needs. 


on working surfaces eliminate 


flammable plastic. No pre 


LY 4 A complete line of other quality | Write today for complete information and the 
drawing, ruling and computing devices. ame and address of the dealer In your area. 


merits! «AMERICAN BUSINESS SYSTEMS 
— eZ | 


HARTFORD, CONN. 


Manufacturers, Creators and Designers of Business Forms 
1229 BELMONT AVENUE, PHILADEL®HIA 4, PA. 


| ~ 
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+. the Sengbusch HP-6 Handi-pen has the utility 
and appearance that please both hard-boiled 
office managers and demanding executives. 


It appeals to busy executives—Smart and dignified HP-6 
Handi-pens make a big impression on all who see them. 
In addition to good looks, they offer smooth, efficient 
instantaneous writing service. 


Ideal for the entire office force—These efficient desk 
sets, with their effortless writing, save time and eliminate 
disturbing annoyances such as constant refilling, clogging, 
flooding. They are reasonably priced and find a sizeable 
market among quantity buyers. 


Has famous “Capillary Action” inking principle—The 
HP-6 holds 6-months’ supply of ink. Thanks to the 
scientific Sengbusch method of inking, there is no ink 
deterioration or waste; the last drop of ink in the con-- 
tainer is as fresh as the first. 


For increased efficiency in your office, standardize on 
Sengbusch Handi-pen—the writing champion. Place your 
orders now. Write for circular P-47. 


Sengbusch Self-Closing Inkstand Co. 


149 Sengbusch Building 


Milwaukee 3, Wisconsin 


Plastic bases in 
black, copper, 
er gun metal. 
Deluxe walnut 
bases, trimmed 
in gald or silver, 
with copper oar 
gunmetal HP-6 
sets. > 


OFFICE MANAGEMENT 


Office Tuned to Comfort 
(From page 30) 

and sprinklers typical of a loft building, yet per. 

mits light to shine through. 

Personality played a major part in planning a 
luxurious office for Ted Collins, of Kated Corp, 
New York, manager of the radio star Kate Smith, 

His outdoor interests are reflected in earthy 
colors, strongly textured fabrics, and two out. 
standing decorative accessories—a large mounted 
sailfish on one wall and drapery printed with a 
photographic mural of the redwoods of California, 
The fabric, a translucent casement cloth, com. 
bines a beige background with a burnt sienna 
print. 

The large L-shaped office is simple and modern, 
It is divided into three sections, each serving a 
different function. Colors, built around a harmon- 
izing scheme, vary to define the different areas. 
The “business corner” consists of a modern desk 
with an extended top curved at one end, a pigskin- 
covered chair, and other chairs in tweedy beige 
and brown upholstery fabrics. All the walls are 
paneled with natural Hawaiian mahogany, which 
matches the furniture. Paneling conceals file cab- 
inets and a refrigerator behind the desk, radia- 
tors beneath the windows, and forms open book- 
shelves around the room. 


Recording section 

Most ingenious, perhaps, is the recording sec- 
tion, where an artificial fireplace conceals a loud 
speaker and wiring. This grouping is semi-formal 
both in design and color, allowing a certain 
amount of ease. A straight-line settee is uphol- 
stered in a brown and beige herringbone textured 
fabric. A modifled barrel chair facing it is cov- 
ered in a self-texture chartreuse material. 

Colors become more intense in the conference 
grouping, although they still conform to the 
earthy theme. Here, an informal atmosphere pre- 
vails, because this section is used for relaxation 
and for late evening meetings. The sofa is a 
bright tangerine, contrasting with two forest 
green easychairs. A clover-leaf table adds to the 
living room effect. 

Relieved by two shaggy burnt sienna rugs in 
the less formal sections, the over-all floor cover- 
ing is natural sound-proof cork, which establishes 
a basis for the brisk, mannish feeling of the room. 

Architects for this office were Bloch & Hesse, 
of New York. 

Miss Strauss strongly believes in giving con- 
sideration to clerical as well as executive offices. 
Frequently new life and efficiency can be injected 
into clerical offices at minimum expense. In one 
case, she transformed a small drab alcove where 
feminine bookkeepers had their desks into a 
bright working area by substituting a light-re- 
flecting yellow for gray on one wall. Leaving the 
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Nationa ()rFice Manacemenr Association 


1949 OFFICE EQUIPMENT EXPOSITION 
Philadelphia, Pa. — May 23-25 


SPACE 
100% SOLD! 
3x) 


1950 EXPOSITION — CLEVELAND, OHIO 
FLOOR PLANS AVAILABLE SUMMER, 1949 


NATIONAL OFFICE MANAGEMENT ASSOCIATION 12 E. Chelten Ave., Phila. 44, Pa. 


_ ss PLYMOUTH RUBBER COMPANY, INC. 
“FOUNDED 1896 The Largest Rubberizers of Cloth in the World CANTON, MASS. 
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Comfort 
pays off 


for you! 


Girls not only do more and better work they also 
do it more willingly—if you provide them with 
POSTURE CHAIRS. These sturdily constructed 
steel chairs give efficiency-building, restful com- 
fort that every office girl needs—and appreciates. 
Full cushion-spring seat, durable upholstery, trouble- 


free mechanism that is smooth and Oy 
noiseless. $26.50 


Write to Dept. O for beautifully 
illustrated brochure of model offices 
and general office equipment. 


SPAK & NATOVICH, INC. 


DP Menclre Sf fontareand 9 YYOOHTMEMEE . Mit 1924 


30 S. WELLS STREET CHICAGO 6, ILLINOIS 


Write for Literature — 
Desevibing Conn 


: " Metered Mail Systems 
Letter and Parcel Post Scales 
Letter Openers * Envelope Sealers 
Multipost Stamp Affixers 
‘ Mail Bags and Mail Bag Holders 
Endorsograph Check-Endorsing and Cancelling Machines 
Ticketograph Pay and Production Control Systems : 
= Automatic Stamp Vending Machines 
: a tre Automatic String Tying Machi 
Flexowriter Automatic Typewriters 


Rochester 2, New Yor 


ee sd., Tenilite: Meme 
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' other wall the original gray, she placed a crimson 


seat against it. To complete the “pick-up” treat- 
ment, she replaced dark walnut desks with gray 
steel units. which incidentally, also served to min- 
imize eye-strain resulting from strong contrast 
between white paper and dark wood. 

All three office projects mentioned are ex- 
amples of individualized treatment conforming to 
the general principle of clean-cut, functional lines, 
The major factor throughout is color. Subdued 
beiges and browns give a soft, conservative air to 
the traditional decor of the knitwear concern. 
Tangy green and orange tones add outdoor zest 
to the robust radio director’s room, while bright 
vellow and red accents please the feminine em- 
ployes in the small bookkeeping office. 


Banishing Colds 
(From page 28) 
the nation’s business. That’s what the Columbus 
Chamber of Commerce estimates industry loses 
annually because of colds. 

And that’s not counting the $400,000,000 spent 
by families all over the country for medical care 
during a year’s time. This amount is estimated 
on the basis of each family spending an average 
of $10 per vear to relieve colds. 

Besides actually cutting down the amount of 
work lost by absenteeism, a plan such as Dr. 
Green’s indirectly saves a company money be- 
cause it produces more work by building higher 
morale within the company, through better work 
ing conditions. Ultimately production itself is 
stepped up. 

The program Dr. Green has set up wasn’t 
planned just to help industry in general, he hast- 
ens to explain. 

“If it is worked out to the fullest, the entire 
American public can benefit by improved general 
health,” he says. 

In fact, right now he’s developing an air puri- 
fier to be used in the homes of Columbus Mutual's 
employees. It will be very inexpensive and small, 
too, so it can be placed in an ordinary bedroom. 
The purifier can be turned on at night or during 
the evening when the family is away, and will 
protect the employee just that much more when 
he’s away from the office. 

Marchant Appoints Grady as Secretary 

The Marchant Calculating Machine Co., Oakland, 
Calif., has appointed Henry W. Grady as secretary of the 
company. In addition to this new function, Mr. Grady will 
continue in his present capacities as manager of public rela- 
tions and advertising. 

The company also announced the appointment of A. Fred 
Creighton as manager of the Tampa, Fla. agency. In view 
of the growing industrial and commercial importance of that 
area, Marchant has enlarged the Florida agency from local 


to full district status. Service for the district will continue 
under the management of Joseph Heath. 


April, 1949 


Ses, ieee ee Pe 3 ' a aie * nS ed i be fy a a ay i ae eee oa : 
7 . 
-_— sf 
ia : eta eee ee 
44 ae | 
| . 
- 5\ a 
; e aaa 
>. a 
; ‘ ee - | 
: , 4 * a 
Y oo 
2 
: . a 
oa : . | 
STATIS aS Oe AR 
ban 3 a * rome ‘ 
4 en 2 = : - zi | E if 
naa Mailroom and | 
in 4 ae ; ° . ae 
— _ Office Equipment | 
= a a : mop |. . BA eo Ete” ~ Pea 
F 
7 
ay a bat hie , ee 
. = > : ae 10 N a ~ 
—_= # coRPORAT s 
, a | 
ie — 
5 P id 
Pe gia a : eae ees ae —.) ne aa ae =o or ee ee 


9 


; April, 1949 


“NEVA-TWIST 


is back! 


The all-rubber cord specifically de- 
signed to prevent the kinking of tele- 
phone cords and adaptable for use on 
ironers, toasters, and other electric 
appliance cords. Neva-Twist with- 
stands wear and constant usage, has 
no rough edges, won't crack, break, 
or scratch because it is compounded 
from pure rubber. 

Hodgman's Neva-Twist is packaged 
to sell—comes in an eye-catching red 
and gray cardboard display wrapper 
which occupies a minimum of space on 
dealers’ shelves and counters, yet 
gives maximum display value. Packed 
3 dozen per carton and one gross to 
master carton. Weight is 24 Ibs. per 
gross. 


For Full Information, address: 


TrcAODGMAN RUBBER CO. 


FRAMINGHAM, MASS. 
NEW YORK CHICAGO SAN FRANCISCO 


Want Cleaner, Brighter Copies? 


Autocopy Gelatin 
Rolls, because of an 
exclusive Autocopy 
formula that elimi- 
i nates bubbles, dents 
and waves, will con- 
*® sistently give you 


Scientifically compounded, Autocopy Gelatin 
Rolls insure longest efficient use under varying 
climatic conditions—the Army has used them from 
the Arctic to the Tropics! Amber Fiber or White 
Fiber back. Will fit any duplicator. Rolls are 15 
ft. long. 


AUTOCOPY, INC. 


464 W. Superior St. 18 W. 18th Street 
Chicago 10, Illinois New York 11, New York 


WASTEFUL 


Your vancerous Mernops 


Of Cutting and Trimming 


And Use the New “Precise” Trimming Board! 
® Saves Time, Labor ® Cuts Cleaner, Faster 
© Cuts, Trims Light Materials Up to 4" Thick! 
Be modern, efficient! Throw away your knife, razor 
blade or other makeshift device and let the new “Pre- 
cise” Trimming Board do your cutting and trimming. 
Pays for itself in no time at all; gives you faster, neater, 


safer work every time, at less ex- 5 
pense. Has patented adjustable ag te aa 
paper guide; 2 white scales on No. 4—12%" _..... 7.00 
black seasoned hardwood board; ah ae 14.50 
nothing finer at any price. A No. 7- aa” Sie ea cb 
size to fit your every need. Com- West of Rockies, add 
pletely guaranteed. ee Oe Se 


Order Your "Precise'’ From Your Stationer 


AMERICAN PHOTO LABORATORIES 


Dept. O. 28 N. Loomis St. Chicago 7, Illinois 


—Combines the best 
features of both lock- 
ers and coat racks. 


damp wraps that have 
been crumpled in dark 
lockers—do not eat soggy 
lunches, soaked by_ wet 
hats or _ gloves. Each 
person has his own 
spaced coat hanger, ven- 
tilated hat shelf and 12° 
x 12” x 15” deep lock 
box for lunches, tools 
and personal effects. 
Lockerettes - save space 
t 


More saleable because they keep prelipctaeas 
wraps “in press.’ (2 - column) accommo- 
dates 12 people in 6 feet: 
the No. 9-18 (illustrated) 
crc 18 in 0 
eet. 


Improves health and morale—lower 
absenteeism. 


Write for Bulletin OL-4 


~ 


acess cialis 


—) 
~ she hc: 


VOGEL-PETERSON CO. 


624 So. Michigan Ave., Chicago 5, Ili. 
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Depend on be iin 


for outstanding value of 


SERVICE and FULTON 


DATERS and NUMBERERS 


All of high grade rubbers—deeply moulded to give 
clearer impressions. 


Al, DeLuxe and Special Business Outfits 

SO? Sign Makers and Chart Markers 

Fulton Stamp Pads and Ink 

All Weather Wood Block Pads and Ink 

Achilles and lron Castor Racks 

All Types of Marking Inks—Use 96 Opaque 
Ink for best results on Metal, Glass, 
Cellophane, etc. (submit sample of ma- 
terial for faster service). 


Fulton's Dri-Kwik Pad of Special Merit. 
Carefully constructed of special woven felt 
and muslin on perfectly insulated block— 
inked with Dri-Kwik, a special ink that is 
odorless and dries instantly after use but 
remains moist in stock. 


Pls: 


Prompt Shipment — Write for Catalog 


eo SPECIALTY COMPANY 


Factory and Showroom 
82 Fulton Street Elizabeth 1, N. J. 


a > 
U.S. SOUND POWERED 


assures dependable 
communication 


FOR QUALITY TRANSMISSION ... 
Two Stations or 
Multiple Station Systems 


This desk set may 
be mounted on a 
wall or on the 


side of a desk. 


Do your specifications call for fine quality 
instruments, indoors or out? . . . U.S.I. In- 
struments do not depend upon "outside" 
power sources for taking . . . Full tone qual- 
ity and clarity. 


Write to Department R for details. 


UNITED STATES INSTRUMENT CORPORATION 


_SUMMIT+*-NEW JERSEY 


oi HAND SETS 


: - DESK-WALL 
mt z, 
ee XO SETS 
HEAD SETS ) : 


aad 


WNOUSTRIAL 
AND MINE 
SYSTEMS 


OFFICE MANAGEMENT AND EQUIPMENT 


COMING EVENTS | 


National Electrical Manufacturers Association. .March 29th-April {s+ 

3rd International Lighting Exposition and f 
Stevens Hotel, Chicago 

Society for the Advancement of Management 


onterence 


April 21st-22nd 


4th Annual Tim2 & Study Methods Conference 
Hoje! Statler, New York 
Insurance Accounting and Statistical Association May 19th-2is¢ 
27th Internationa Conference 
Edgewater Beach Hotel, Chicag 
National Office Management Association.......... May 23rd-25th 
Annual Office Equipment Exposition and 30th 


International Conference 
Convention Hall, Philadelphia 


National Negro Insurance Association. . June 21st-24th 


29th Annua Conventi n 
Reynolds Ha Philadelphia 
NOMA Area Conferences 
SS ERT sila SR at A ee April | Ith-13th 
oronto, Canada 
AMA Conferences 
IO 5. oh cat tea aula tines hi alosincs ad ary April 1 4th-15th 
Hotel Statler, New York 
NN ces asi» cracnic talon caus dar aie a ohpnhne Pre tase aia May 10th-12th 
Auditorium, Atlantic City 
EL ee nT ee | pen ae aD aT. May 26th-27th 


UAE, MONIES oi. ic ino ere crciensansees cee tas June 8th-9th 
Hotel Statler, New York 


Todd Man Named Treasury Consultant 

Irving L. Greene, assistant general sales manager of 
the Todd Co., Rochester, N. Y., has been appointed pay- 
roll savings consultant of the U. S. Treasury Department, 
effective immediately. His first assignment will be in con- 
nection with the coming national Savings Bond campaign. 


“CADO” 


PUNCHLESS BINDER 


“‘No_holes necessary” 


No wonder so many office managers are 
specifying ‘““Cado” Punchless Binders! 
They're neat—save time and space—avoid 
nuisance of punching. Just push two 
Nothing 
Cover is genuine press- 
board in red, black or gray. Available in 
letter and legal sizes, with punchless 

clip at top or side. 


slides to bind or remove papers. 
to wear out. 


At your stationery supply dealer. 
r write 


CUSHMAN & DENISON MFG. CO. 
135 West 23rd Street, New York 11, N. Y. 


a “CADO” product 


April, 1949 
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ACE BUILDS THE... _ 


Ace has always built but one kind of stapling equipment . . 
the best. Users, the world over, are well aware of this fact. 
Every machine and every staple is produced with a degree 
of skill and watch-like precision unapproached in the 
stapling industry. This fine workmanship, plus the best 
materials obtainable, give to Ace Staplers those smooth, 
efficient reliable operating qualities so greatly appreciated 
by all who use them. 


ACE SCOUT 


A durable, long- 
life stapler. 
Staples, pins and 
tacks. Guaranteed 
for five years. 


ACE CLIPPER 


One of ACE’S finest 
models. Light weight, 
easy action. Precision 
engineered from finest 
steel, 


ACELINER 


Most beautiful and effi- 
cient stapler ever built. 
It staples, pins, tacks 
and hand fastens. 


Stapling Mache, For Every Pursé and Purpose 


CHICAGO 13 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE ~ 


Wy) 


THE FIRST LIGHTHOUSE, BUILT ~~ # 
IN 300 B.C, WAS A 400 FOOT = 


"TOWER WIiH A BONFIRE ON TOP- 7, A 
FTO GUIDE TRADING SHIPS Z Bs 
2 ALONG THE COAST OF EGYPT ZZ. 


s 


— AR 
0 MAPTAC 
N 10 ) 
ME RECORDS. CHARTS OR MAPS : 


MAPTACKS 
and SIGNALS 


GEORGE B. GRAFF CO., CAMBRIDGE 40, MASS. 


April, 1949 


\ Sa —SZ_® 


The Binding of 
OFFICE RECORDS 


—at Its Simplest and Best 
with 


ACCO FASTENERS 


ACCO PRODUCTS, Inc. | 


OGDENSBURG, NEW YORK 


Tn Canada: Acco 


SS WN 


Canadian Co., Limited, Toronto 


IEE se 


* Higher Quality Since 1903 


Compact and inexpensive pan-type dupli- 
cators for home, business, or school. 


Hektograph—A time tested, money saving 
way of duplicating many runs of 50 to 100 
copies of anything written, typed, or drawn. 
Flat metal pan stores easily when not in use. 


Refill—Brilliant copying composition for re- 
newing any pan duplicator is simply heated 
and poured from can making possible 
many more quick and easy copy runs. 


Write for 
Complete Catalog 
Offered by Leading Dealers Everywhere 


THE HEYER CORPORATION 
1848 South Kostner Avenue * Chicago 23, U.S.A 
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CLEANS UP ALL 
CORRESPONDENCE 


Smart typists bathe type- 
writer type daily with 
CLAR-O-TYPE to keep it 
clean and sharp for clear, 
crisp, readable impressions. 
Quick — thorough — non-in- 
flammable. The sturdy 
dauber eliminates brush- 
ing and spattering. 
CLAR-O-TYPE evaporates 
slower giving more clean- 
ing per bottle, so lasts longer 
and is more economical. 


THE CLAROTYPE CO., INC. 
261 Broadway, New York 7 


parts 


International 


FOUNDED 1904 


over 9,200 
exhibitors 


from France 


MAY 21 to 
JUNE 6 


and abroad 


Pare de la Foire de Paris 


Porte de Versailles —Paris 


The largest industrial exposition in the world 
Commercial and Technical 
Sections of New Office Methods and Equipment. 
INFORMATION 
French Chamber of Commerce of the United States 
630 Fifth Avenue . New York 20, N.Y. 


WANT-AD OPPORTUNITIES 


Rates are 15c a word. Minimum charge $3.00. Pay- 
able in advance. Address replies to all Box Namber 
ads c/o OFFICE MANAGEMENT & EQUIPMENT, 
260 Fifth Ave., N. Y. 1, N. Y. 


Employment Service 


SALARIED POSITIONS, $3,500-$35,000. If you are consiler ing a 


new connection, communica tte with the undersigned. We offer the 
original person al employment service (39 years recognized standi ing and 
reputation). The procedure of highest ethical standards, is individual. 


ized to your personal requirements and develops overtures without 
initiative on your part. Your identity is covered and present position 
protected. Write for particulars. R. W. Bixby, Inc., 292 Dun Bldg, 
Buffalo 2, New York. 


QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its 15 Ith year of service to high-grade 
men, specializes in individualized personal service, in opening contacts 
and negotiating for satisfactory salaried positions. Eugene L. Williams, 
2220 W. Grace St., Richmond, Va. 


Position W anted—Male 


EDITOR, WRITER AND RESEARCH MAN, Columbia University 
Graduate with Master of Arts Degree, seeks temperary assignment or 
permanent connection with business organization to handle any type of 
research, writing, or editing, including preparation of office manuals, em- 
ployee training material, and house organs. Can refer to long list of 
satisfied clients. OM-36. 


SALES MANAGER open for new connection. Over 20 years selling 
experience accounting, calculating and co mmunications equipment and 
systems. Excellent record and references. Prefer E — U. S. Will 
consider any proposition with good prospects. OM 


Position W anted—Female 


EXECUTIVE ASSISTANT—Right hand to a busy executive. Wide 
diversified experience in management of office, purchasing, production, 
sales, personnel Knowlecge of engineering, blueprints, securities. 
Capable of handling outside negotiations. A find for a wide awake 
organization seeking a reliable, loyal and hard working person who 
desires to become an asset. Available now at a starting salary of $3,900. 
OM-43 


COMPTOMETER OPERATORS available for temporary emergencies. 
They do not go on your payroll. General Calculating Service, 8 Broad- 
way, New York, N. Y 


RECORD ADMINISTRATOR seeks temporary _ assignment or per- 
manent connection Excellent training and experience in analysis, in- 
stallation, reorganization, and administration OM-44. 


For Sale or to Buy 


ALLBORO BU YS used adding machines, addressographs, accounting 
machines, multigraphs, coin chang mee. typewriters, calculators, multiliths, 
cash registers, sorting machines, bundle tying machines, Allboro Busi- 
ness Machine Co., 2799 Third Ave.. New York 55, , 


Re presentation Wanted 


MANUFACTURER’ S REPRESENT: ATIV ES Ww ANTED who are inter- 
ested in selling a complete line of metal, masonite, and formica typewriter 
tables. A beaut iful line. Old established line which has recently been 
reorganized. Good commission rate. Many territories open. Contact Mr 
F. W. McWilliams. 10700 Berea Road, Cleveland, Ohio 


+ 


In fire 
In flood 


In war 


In peace 
It's the Red Cross! 
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VISIBLE EQUIPMENT SPECIALISTS 


We can supply excellent, reconditioned visible equipment. 
Also supplies for all makes. 


ACME * GLOBE-WERNICKE * Y&E * 
KARDEX * RAND * INTERNATIONAL 


Also all types of vertical filing equipment, including fire- 
proof files, safes, Ledger trays, etc., new and used. 


All equipment fully guaranteed. 


Write for Prices 


Heineman Office Equipment Co. 


4.N. 8th Street St. Louis 1, Mo. 
Phone: Central 6282 


Top quality products for your office 


maa 


PHONE BOOK COVERS 


A Complete Line... 
Indexes e Desk Pads 
Celluloid Tabbing 
Phone Book Covers 


Visual Display Binders e Protective Holders 


Aico Products sold at your local stationers. 
For further details contact this office. 


G. J. AIGNER COMPANY 


503 S. Jefferson Street Chicago 7, Illinois 


CUT DELIVERY © COSTS - — IMPROVE SERVICE 
BOOST PROFITS! 


with CUSHMAN 


it’s good business to give busi- 
ness men service. That's 
exactly what CUSHMAN Motor 
Scooters do. Step up your 
delivery service and cut haul- 
ing cost—boost profits for 
you. Low initial invest- 
ment and upkeep, CUSH- 


MAN actually operates 
for tess than %/sc per 
mile. Go anywhere—park 
anywhere. See your dealer 
for FREE demonstration 
or write DEPT. OME-29 


aos 


(USHMAN MOTOR WORKS Int. 


LINCOLN NEBRASKA 


( ° 
IVE 
Give — Help Us Build 


Hope Institute 


First model hospital for care 


of advanced cancer patients 


The National Cancer Foundation 


85 Franklin Street 7 New York 13, N. Y. 


April, 1949 


Student 
Drawing Set 


NUMBER 2929 
MADE IN GERMANY 
A quality student’s 
instrument at the 
lowest price in years. 
This isa 4‘/2'Compass 
with pen Gpencil parts 
rulingpen handle -lead 
box in cardboard box. 
PRICE PER DOZ$12.00 


NOBEMA PROD.CORPR 
141 GREENE ST-NEW YORK-12 


Sleek master 


TWO DRAWER LETTER 
FILE ON BASE 


The Build-Up Unit 
16" Deep, 30'/." High 


Electrically welded throughout. 
Made of heavy guage steel. 


$24.95 


with locks $28.60. 
HIGHER ON WEST COAST 


At Your Local Stationer 


Ps sa FUTURA GREY 
ART STEEL SALES CORP., 


170 West 233rd Street, New York 63, N. Y. 


May be deducted on income and pay- 
roll tax returns only upon presenta- 
tion of definite, itemized records. 


Beach's 
“Common Sense” 
Expense Books 


are best for keeping such records. 


Get them from your stationer or write us 
for samples and prices. 


Beach Publishing Co. 


Detroit 2 Mich. 


Remington Rand Visible File—solidly built 
of wood. Reconditioned (good as new) olive 
green. 15 drawers. Capacity 1,020 cards. 
Complete with 5 x 8 card holders. 


ALSO OTHER SIZES WOOD KARDEX, 
STEEL KARDEX, AND OTHER MAKES 


World's Largest Dealers in Guaranteed, 
Rebuilt Visible Equipment. 


a UNIVERSA 


im “The House that Confidence Built” 


OFFICE EQUIPMENT CO., INC. 
7 Waverly Pl., New York 3, N. Y. 
GR-3-3741 


Cost $130.65 
new 
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; = BUTCHER, the baker, the candle-stick maker... 
the entire business world from the smallest business 
organization to the largest...are waiting word of 
the arrival of this smart, sturdy, compact Swift Adding 


Machine. It’s here, today! 


With its big-machine capacity, and such practical 
advantages as 6!/, pound weight, economy, and hand- 
some zipper carrying case for ease in transporting, 


there is no limit to its all- 
around versatility and 
usefulness. Clerks, doc- 
tors, salesmen, account- 
ants, students—will find 
jobs unlimited for the 
wonder-working Swift 
Adding Machine. 

A limited number of 
distributorships are still 
available. For further 
facts write... 


FEATURES 


9,999,999.99 capac- 
ity, Short-stroke han- 
dle, 62 pounds, visible 
totals, two-color rib- 
bon, standard key- 
board, zipper carry- 
ing case, and many 
other features. 


WIFT 


BUSINESS MACHINES CORP. 


Great Barrington, Massachusetts 
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| Now... .give your office 
: COMPLETE FLEXIBILITY 


... with this new desk and table line 


The new A-S-E line meets all your office require- 
ments with just one basic desk or table design. 


Yes, you can now meet changing conditions in your office desk and 
table requirements quickly, easily, and at comparatively low cost when 
you specify the beautiful new A-S-E line. Desk tops, typewriter plat- 
forms and various types of drawers are completely interchangeable. 
For instance, your dealer can change a Fixed Center Bed into a Flat 
ra Oc Top Desk in a matter of minutes. ' en 

Drawer arrangement can also be varied to best serve individual job 
iy 4 requirements with maximum efficiency. Table sizes can be changed 
| Me simply by changing tops. This convertibility of the A-S-E Line can save 


money in your office. No longer must you buy single-purpose equipment 
that outlives its usefulness. 

And, the new A-S-E Line has top-notch styling. Field reports show 
strong enthusiasm for the rea/ beauty of A-S-E Desks and Tables. With 
| | strong, durable construction . . . beauty of appointments 


87 Single Pedestal, 45“ x 28” 


and detail...dawn grey finish that blends with any 
color scheme... the new A-S-E Line is today’s 
top value in office furniture. Ask your dealer 
for complete information. 


| “Tl : ip : Z| 
$3 I j I 77 
a) 


Fixed Center Bed 


ALL-STEEL EQUIPMENT INC. 


44 GRIFFITH AVENUE AURORA, ILLINOIS 
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A Joy to Use... 
A Gem to Own 


FAST! When typing, your busy 
hands never have to leave the 
keyboard ... even to return the 
carriage. Electricity saves you 
finger travel, hand travel... 
minutes that add up to hours. 


ACCURATE TYPING! An Under- 
wood All Electric assures even 
spacing between characters... 
clean-cut, uniform impressions 
»..not shaded or blurred. 


Good to Look at... 


“1 : 
mi 
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Underwood... 


EASY OPERATION! Lightly touch 
the keys... electricity does the 
fatiguing work. You'll be de- 
lighted with the perfection of 
work you can always attain with 
a minimum of effort. 


AND WHAT BEAUTIFUL WORK! 
Not only letters, but carbon cop- 
ies are sharp and clear. You can 
make as many as 20 of ’em at a 
light finger touch. 
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Urge your boss to buy you an Underwood 
All Electric . . . and you'll always have 
his letters looking their best. 


You'll keep looking your best through 
each day, too . . . because operating an 
All Electric is not tiring. You'll simply 
breeze through your typing . . . all day! 


You control keys, spacing, shifting, tab 
ulating and carriage return electrically 
... therefore more accurately. 


It’s a good-looker, too . . . the world’s 
most beautiful typewriter. Your local 
Underwood representative will demom 
strate it, let you try it. Phone him... 
today! © 19 


Underwood Corporation 


Typewriters... Adding Machines .. . Accountia 
Machines ...Carbon Paper ... Ribbons 
and other Supplies. 

One Park Avenue New York 16, NA 
Underwood Limited, 135 Victoria St., He 

Toronto 1, Canada 0 

Sales and Service Everywhere bo 
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